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ABSTRACT 


The  operation  of  a  school  requires  the  performance  of  many 
duties  by  both  the  principal  and  the  vice -principal  of  a  school, 
tasks  related  to  the  operation  of  the  school,  even  though  performed 
outside  of  school  rs,  are  considered  ■  part  of  the  total  job. 
nature  and  extent  of  these  duties  and  their  distribution  between  the 
principal  and  the  vice -principal  of  a  school  are  of  importance  to 
administrators . 

The  purpose  of  this  study  was  to  investigate  the  duties 
performed  by  the  principals  and  vice -principals  of  a  selected  school 
division  in  Alberta,  with  special  attention  to  the  non -instructional 
ties.  More  particularl  e  study  attempted  to:  (l)  reveal  the 
nature  and  variety  of  duties  performed:  (2)  determine  the  amount  of 
time  devoted  to  various  duties;  (5)  make  inter-school  comparisons  of 
duties  performed;  and  (4)  determine  the  allocation  of  duties  between 
the  principal  and  vice -principal. 

Principals,  vice -principals,  and  school  secretaries  of  a 
selected  school  division  participated  in  this  study  for  a  >eriod  of 
three  months.  During  the  three -month  period  these  persons  maintained 
diaries  in  which  they  recorded  all  duties  performed  a.s  parts  of  their 
jobs.  The  duties  reported  in  the  diaries  were  analyzed  and  then 
grouped  under  eight  duty-areas. 
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The  findings  failed  to  reveal  any  consistent  pattern  of 


operation  among  the  eight  schools 
This  study  did,  however,  reveal  an 
the  divisional  level  both  by  the  s 
Association  of  the  division.  Two 


of  the  selected  school  division. 

apparent  lack  of  leadership  at 
chool  board  and  the  Principals 1 
schools  exhibited  features  of  poor 


organization. 


Tho  prinoipalship  and  the  vice -principal ship, 


revealed  by  the  duties  or formed,  were  much  clo  er  bo  traditional 
rather  then  the  modern  concept  of  these  positions.  In  inconsistency 
was  discovered  between  the  tasks  performed  by  principals  and  vice- 
principals  end  the  tasks  that  they  claimed  they  would  have  liked  to 


perform.  With  the  exception  of  two  cases,  the  study  did  not  reveal 


a  distinct  role  for  the  vice -principal. 


An  examination  of 


the  findings 


sugges 


that  the  divisional 


board,  in  co-operation  with  the  superintendent  and  Principals' 
Association,  should  develop  policies  pertaining  to  several  phases  of 
school  operation.  Principal  and  vice -principals,  too,  should  care¬ 
fully  examine  their  duties  in  an  attempt  to  establish  appropriate 
job  specifications.  This  self -appraisal  of  duties  is  prerequisite 
to  the  improvement  of  administrative  practice. 
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CHAPTER  I 


INTRODUCTION 


I.  THE  PROBLEM 


The  operation  of  a  school  requires  the  performance  of  many 
duties  by  both  the  principal  and  the  vice -principal  of  the  school. 

All  tasks  related  to  the  operation  of  the  school,  even  though  per¬ 
formed  outside  of  actual  school  hours,  are  considered  parts  of  the 
total  job.  The  nature  of  these  duties,  and  their  distribution 
between  the  principal  and  the  vice -principal  of  a  school,  are  of 
importance  to  administrators. 

Statement  of  the  problem.  The  purpose  of  this  study  was  to 
investigate  the  duties  performed  by  the  principals  and  vice -principal 
in  a  selected  Alberta  school  division,  with  special  attention  to  the 
administrative  duties.  More  particularly  the  study  was  aimed  at: 

1.  Revealing  the  nature  and  variety  of  duties  performed. 

2.  Determining  the  amount  of  time  devoted  to  various  duties. 

3.  Making  inter-school  comparisons  of  duties  performed. 

4.  Determining  the  allocation  of  duties  between  the  principal 
and  the  vice -principal . 
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II.  RELATED  STUDIES 

Since  educational  progress  in  Alberta  has  usually  followed,  by 
several  years,  patterns  already  established  in  the  United  States,1  litera¬ 
ture  from  United  States  as  well  as  from  Canada  was  investigated.  The 
investigation  of  this  literature  revealed  that  only  a  limited  number  of 
studies  have  been  done  for  the  on-the-job  performance  of  duties  of  a 
principal . 

Studies  on  How  Principals  Spend  Their  Time 

Although  no  depth  studies  were  discovered,  a.  survey  study  was 

2  3 

reported  by  The  National  Elementary  Principal,  and  studies  by  Jacobson 
and  Kyte^  dealt  with  the  problem.  These  studies  are  reported  in  more 
detail  in  Appendices  E  and  P,  and  are  in  general  agreement  that  super¬ 
vising  principals  are  spending  more  time  on  management  and  clerical  work 
than  they  feel  they  should,  and  less  time  on  supervision  than  they  would 
like  to.  Teaching  principals  spend  less  time  on  management  and  super¬ 
vision  than  they  would  like  to,  and  more  time  on  clerical  work  than  they 
feel  is  justified.  The  National  Elementary  Principal  also  reported 
that  hindrances  to  desired  use  of  time  by  supervising  principals 

1J.  E.  Cheal,  ,rRole  Conflict  in  the  Principalship  of  the  Composite 
High  School  (unpublished  Master's  thesis,  The  University  of  Alberta, 
Edmonton,  1958),  pp.  4-5* 

p 

'The  National  Elementary  Principal,  The  Elementary  School 
Principalship ,  A  Research  Study,  Volume  XXXVIII,  Number  1,  Sept.  1958, 
p.  98. 

^P.  B.  Jacobson,  W.  G.  Reavis,  and  J.  D.  Logsdon,  Duties  of 
School  Principals  (New  York:  Prentice-Kail  Inc.,  1958),  P*  90* 

^ George  C.  Kyte,  The  Principal  at  Work  (Boston:  Ginn  and  Company, 

1941),  p.  80. 

''The  Na/tional  Elementary  Principal,  op.  cit .  ,  p.  101. 
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were  (l)  lack  of  clerical  and  administrative  help  and  (2)  central  office 
requirements.  Teaching  principals  reported,  their  main  hindrances  as 
being  (l)  lack  of  clerical  help  and  (2)  the  weight  of  their  regular 
teaching  duties . 

A  survey  of  the  literature  failed  to  reveal  any  studies 
concerning  the  administrative  practices  of  Canadian  principals. 

III.  A  GROWING  CONCEPT  OF  THE  PRINCIPALSHI? 


Provincial  statutes  and  regulations  of  the  Alberta  Department  of 
Education  outline  the  duties  of  principals.  The  concept  of  duties,  as 
revealed  by  school  law,  has  been  held  for  many  years.  The  legal 
definition  of  a  principal's  responsibility  is  as  follows:^ 

574  (l)  subject  to  the  approval  of  the  board,  the  principal 
in  consultation  with  the  superintendent  shall 

a)  allocate  the  duties  of  the  teachers  in  his 
school,  and 

b)  be  responsible  for  the  organization  and  general 
discipline  of  his  school. 

(2)  The  principal  shall  report  to  the  board  or  the 
superintendent 

a)  upon  the  organization  and  operation  of  his 
school  whenever  the  board  or  superintendent 
requests  him  to  do  so,  and 

b)  whenever  in  his  opinion,  conditions  or 
circumstances  warrant  their  being  informed. 

(5)  The  board  may  make  regulations,  not  inconsistent 
with  any  provisions  of  this  Act,  governing  the 
duties  of  principals  and  vice -principals  in  the 
employ  of  the  board. 


°The  Alberta  Department  of  Education,  Hie  School  Act,  1962 , 
(Edmonton,  Queen’s  Printer,  1962)  p.  150. 
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The  Regulations  of  the  Department  of  Education"  which  specifically 
draw  attention  to  the  function  of  the  principal  also  list  the  following 
as  responsibilities  and  rules  regarding  the  conduct  of  the  school: 

7)  a)  In  one  room  schools  the  teacher,  and  in  multi -room 

schools  the  principal  shall  be  responsible  for  the 
classification  of  pupils  subject  to  the  approval  of 
the  superintendent,  or  the  inspector  of  schools. 

8)  b)  The  teacher  or  in  the  case  of  multi-room  schools, 

the  principal  and  staff  shall  be  responsible  for  the 
organization  of  suitable  extra-curricular  activities 
and  for  the  direction  and  supervision  of  the  classroom 
and  playground  activities  of  the  pupils . 

c)  Pupils  riding  in  a  school  van  shall  be  under  the 
immediate  authority  of  the  driver  who  shall  report 
all  cases  of  pupil  misbehavior  to  the  principal  of 
the  school . 

The  concept  of  the  principalship  in  Alberta  as  outlined  both  in 

the  School  Act  and  the  Regulations  of  the  Department  of  Education  is  one 

of  little  more  than  head  teacher  in  a  school. 

The  concept  of  the  principalship  is  changing,  however  and  Reeves, 

in  his  address  to  the  I960  Leadership  Course  for  Principals,  says: 

...  the  newer  concept  of  the  principalship  assumes  that  the 
principal  shall  be  the  educational  leader  of  his  school.  The 
older  concept  was  that  of  a  head  teacher  with  added  administrative 
duties,  often  routine  in  nature,  who  seldom  assumed  responsibility 
for  instruc tional  leadership  within  his  school  or  within  his 
community. ^ 


7 

The  Alberta  Department  of  Education,  General  Regulations  Under 
The  Department  of  Education,  (Edmonton,  Queen's  Printer,  1962)  pp.  2-3 . 

^ A .  V.  Reeves,  "The  Role  of  the  Principal."  The  Alberta  Ichool 
Principal ,  (Edmonton,  Policy  Committee,  Leadership  Course  for  Principals, 
University  of  Alberta,  I960),  p.  4* 
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The  report  of  the  Royal  Commission  on  Education  in  Alberta,  after 

a  study  of  submissions  on  the  principalship,  felt  that  the  position  was 

so  crucial  as  to  be  next  in  order  of  importance  to  that  of  properly 

9 

qualified  teachers.  The  Commission’s  list  of  recommended  responsibilities, 
which  gives  us  the  newer  concept  of  the  principalship,  is  as  follows: 

The  principal  shall  be  responsible  to  the  board,  through  the 
superintendent,  for  the  general  administration  and  supervision 
of  the  school,  including  the  following  duties: 

1.  Organizing  the  program  of  the  school  by  means  which 
include  allocating  duties  of  teachers  and  vice -principals , 
classifying  pupils,  and  scheduling  classes. 

2.  Attending  to  the  general  welfare,  health  and  safety  of 
pupils  and  making  recommendations  respecting  conditions 
which  may  require  special  attention. 

3.  Ensuring  that  discipline  is  maintained  in  the  school  and 
in  its  related  activities. 

4.  Ensuring  that  janitorial  services  are  properly  carried 
forward  and  that  adequate  care  is  taken  of  school  property. 

5.  Submitting  reports  on  aspects  of  the  operation  of  the 
school  as  required  by  the  board,  the  superintendent,  or 
the  department. 

6.  Making  recommendations  regarding  expenditures  for  facilities, 
equipment,  supplies,  and  other  items  considered  necessary  or 
desirable  for  the  effective  operation  of  the  school. 

7.  Exercising  leadership  in  improving  the  effectiveness  of  the 
educational  program. 

8.  Adapting  the  curriculum  to  the  conditions  of  the  school 
where  local  discretion  is  permissible. 

9.  Fostering  desirable  relationships  within  the  school  and 
between  the  school  and  the  community. 


Report  of  the  Royal  Commission  on  Education  in  Alberta,  ( Edmonton : 
Printer,  1959)  p'-  208. 

*The  Royal  Commission  on  Education  in  Alberta,  op.  cit .  p.  207. 
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The  new  concept  of  the  principalship  places  a  great  deal  of 
emphasis  on  the  principal's  supervisory  function.  The  importance  of  the 
supervisory  aspect  of  the  principalship  has  been  recognized  further  by 
superintendents,  and  by  Andrews1'  and  Reeves1^  of  the  University  of 
Alberta.  Andrews  in  a  report  to  the  Alberta  Royal  Commission  on 
Education,  stated: 

With  the  introduction  of  the  school  division  the  inspector 
became  a  superintendent  with  a  multiplicity  of  new  duties  which 
reduced  the  amount  of  personal  attention  which  he  could  give  to 
individual  schools  in  his  jurisdiction.  Moreover,  these  factors 
coincided  with  a  new  realization  of  the  importance  of  supervision 
in  the  schools  together  with  an  awareness  that  much  of  the  required 
supervision  could  be  adequately  performed  only  by  a  person  who  was 
involved  in  the  daily  life  of  the  school  rather  than  by  a  periodic 
visitor. ^ 

The  literature  reveals  that  the  concept  of  the  principalship  has 
changed  and  duties  now  expected  of  principals  extend  far  beyond  the 
original  restrictive  concept  of  the  principadship. 


IV.  NEED  FOR  THE  STUDY 


The  two  immediately  preceding  sections  indicate  the  validity  of 
two  conclusions: 


A.  W.  Reeves,  "The  Role  of  the  Principal,"  The  Alberta  School 
Principal,  J.  H.  M.  Andrews,  editor  (Edmonton,  Policy  Committee, 
Leadership  Course  for  Principals,  Faculty  of  Education,  University  of 
Alberta,  1959)  p.  3,  citing  C.E.A.  course  for  superintendents  1959* 

"J.  H.  M.  Andrews,  "The  Principal  -  A  Unique  Supervisor,"  The 
Alberta  School  Principal,  J.  H.  M.  Andrews,  editor  (Edmonton,  Policy 
Committee,  Leadership  Course  for  Principals,  Faculty  of  Education, 
University  of  Alberta,  1959)  P •  58* 
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A.  W.  Reeves,  od.  cit . ,  p.  !.5* 

l^J.  H.  M.  Andrews,  "Duties  of  School  Principals  in  Alberta,"  p.  1. 
Quoted  in  the  Report  of  the  Royal  Commission  on  Education  in  Alberta, 

1959,  p.  206. 
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1.  Very  few  studies  have  been  conducted  on  specific  practices 
of  principals  and  vice -principals;  no  such  studies  were  found  for 
Alberta.  Dr.  A.  W.  Reeves  in  his  address  to  the  I960  Leadership  Course 
for  Principals  stated: 

. I  was  struck  with  the  lack  of  information  particularly 

with  respect  to  actual  practice.  There  is  a  dearth  of  material 
on  how  the  man-on-the-job  interprets  his  position  and  I  know  of 
no  studies  based  on  actual  observation  of  the  principal  in  action. ^ 


2.  A  degree  of  acknowledgment  exists  that  the  principalship 
should  be  developed  beyond  its  traditional  restrictive  function. 

Logically,  knowledge  of  details  of  the  principalship.  as  practised 
is  essential  to  purposeful  change.  Acknowledged  lack  of  information 
regarding  the  daily  wo rk  of  principals  and  vice -principals  provides  a 
poor  base  from  which  to  appraise  the  necessity  for  reform.  The  provision 
of  knowledge  in  respect  of  a  few  schools  is  the  chief  purpose  of  this 
study. 

V.  DELIMITATION  OF  THE  PROBLEM 


No  research  has  been  done  in  Alberta  on  the  administrative 
practices  of  principals.  Since  the  principalship  in  operation  is 
largely  unexplored,  one  difficulty  in  planning  this  study  was  selecting 
a  reasonably  sized  and  manageable  whole,  which  was  at  the  same  time 
small  enough  to  receive  adequate  treatment.  The  unit  chosen,  therefore, 
was  a  single  school  division. 

1 ^A.  W.  Reeves,  "The  Role  of  the  Principal."  The  Alberta  School 
Principal ,  (Edmonton,  Policy  Committee,  Leadership  Course  for  Principals, 
University  of  Alberta,  I960)  p.  12. 
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Since  the  principal,  while  assuming  the  responsibilities  of  his 
position,  does  not  necessarily  have  to  perform  all  of  the  duties  him¬ 
self,  but  may  delegate  duties  to  persons  appointed  or  hired  to  assist 
him,  the  participating  personnel  in  the  study  were  principals,  vice¬ 
principals,  and  secretaries. 

Details  of  the  duties  of  these  personnel  were  gathered  through 
the  design  and  completion  of  diaries.  Since  this  technique  required 
the  collaboration  of  all  participating  persons,  the  period  of  the  study 
was  restricted  to  three  months.  This  decision  permitted  each  school 
situation  to  be  studied  in  detail  over  a  substantial  period  of  time; 
it  tended  also  to  eliminate  day-to-day  variations. 

VI.  LIMITATIONS 


The  obvious  limitations  of  this  study  were: 

1.  The  geographic  sample  was  confined  to  one  school  unit  only 
so  that  the  collaboration  of  other  persons  could  be  planned  through 
meetings.  Personal  supervision  could  be  given  by  the  investigator. 

2.  The  time-sample  war;  restricted  to  a  cross-section  of  the 
year’s  work  of  persons  in  the  positions  under  study. 

3.  The  use  of  a  diary  system  of  collecting  data  was  assumed  to 
be  free  of  suggestions  which  could  cause  duties  to  deviate  from  the 
normal  practice  of  an  individual. 
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VII.  DEFINITION  OP  TERMS 

In  this  study  the  following  terms  are  used  as  defined  below: 

Admini s  tr  at  or 

A  teacher  who  is  designated  as  a  principal,  assistant  principal 
or  a  vice -principal. 

School  Secretary 

A  person  hired  to  assist  the  principal  by  performing  miscellaneous 
duties,  mainly  clerical,  and  of  a  non-teaching  nature. 

Study  Periods 

Periods  in  which  a  principal  or  vice -principal  supervised  students 
who  had  periods  free  from  classroom  instruction. 

Teaching  Time 

Time  devoted  to  both  the  supervision  of  study  periods  and  to  class¬ 
room  instruction. 

Administrative  Time 

Time  other  than  teaching  time,  available  to  principals  and  vice- 
principals  for  the  performance  of  administrative  duties. 

Administrative  Duties 

Duties  required  of  a  principal  or  vice -principal ,  because  of  his 
position,  that  would  not  be  required  of  a  classroom  teacher. 

The  following  further  definitions  provide  a  basis  for  the 
analysis  in  Chapter  II.  Basically,  the  administrative  duties  of  an 
administrator  are  subdivided  into  two  general  areas:  supervisory  duties 


and  non -instructional  duties. 
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Supervisory  Duties 

Those  administrative  duties  which  are  aimed  directly  at  the 
improvement  of  classroom  instruction. 
lion-instructional  Du  ties 

Other  administrative  duties  which  are  peripheral  to  classroom 
instruction.  These  duties  are  subdivided  as  follows: 

Maj _ •  ont.  Duties  of  organization  and  co-ordination  which 

facilitate  an  efficient  school  operation. 

Clerical.  Duties  of  office  routine  including  the  keeping  of 
records  and  accounts. 

Staff  Personnel .  Duties  involving  the  directing  of  both  teaching 
and  non-teaching  staff  in  non-ins true tional  situations. 

Pupil  Personnel .  Duties  dealing  with  students  in  non-teaching 
situations . 

Extra-curricular .  Duties  associated  with  recreational  and  athletic 
activities  and  arising  as  a  direct  result  of  school  operation. 

Public  Relations .  Duties  that  are  concerned  with  giving  the 
public  a  better  understanding  of  the  policies  and  purposes  of  the  school. 

Miscellaneous.  Duties  of  a  non -ins true tional  nature  which  do  not 
fit  any  of  the  above  categories. 

VIII.  OVERVIEW  OF  THE  THESIS 

The  manner  of  collecting  and  organizing  the  data  is  presented  in 
Chapter  II.  Chapter  III  analyzes  the  time  available  for  the  performance 
of  administrative  duties.  The  nature,  time  required  and  distribution  of 
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supervisory  duties  is  dealt  with  in  Chapter  IY.  Chapter  V  considers  the 
nature,  time  requirement  and  distribution  of  non -instructional  duties. 
The  use  of  administrative  time  and  factors  affecting  the  use  are  intro¬ 
duced  in  Chapter  VI.  Chapter  VII  offers  a  summary  of  the  pertinent 
findings  from  wnich  conclusions  are  drawn  and  recommendations  are  made. 


:  r 


CHAPTER  II 


THE  COLLECTION  OF  DATA 

I.  THE  PARTICIPATING  SCHOOLS 

Schools  which  were  subjects  of  this  study  were  located  in  a 
single  school  division.  They  presented  a  variety  of  sizes  and  adminis¬ 
trative  situations.  A  description  of  each  school  follows: 

-i 

a)  One  rural  centralization  (A7)  in  which  seven 
teachers,  including  the  principal,  were  employed. 

b)  Three  village  centralizations  (  B9,  013,  and  DI4) 
in  which  nine,  thirteen,  and  fourteen  teachers, 
respectively,  were  employed,  including  in  each 
case  a  principal  and  a  vice -principal. 

c)  Two  village  centralizations  (E19  and  F19)  each  of 
which  employed  nineteen  teachers,  including  in  each 
case  a  principal  and  a  vice-principal.  Additionally, 
half-time  secretarial  help  was  provided  for  each  of 
these  schools. 

d)  One  village  centralization  (  G25)  in  which  twenty- 
five  teachers  were  employed,  including  a  principal, 

1In  future  chapters  each  school  will  be  referred  to  by  the 
code  letters  assigned.  Each  school  has  been  given  a  letter.  The 
number  following  the  letter  indicates  the  number  of  teachers  on 
staff.  Thus,  the  schools  are  designated:  A7 ,  B9,  013,  D14,  Ell, 

F19,  G25,  and  H56. 
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a  vice -principal  for  the  junior  and  senior  high, 
and  a  vice -principal  for  the  elementary  school. 

Half-time  secretarial  help  was  provided  for  this 
school . 

e)  One  town  centralization  (H56)  in  which  fifty-six 
teachers  were  employed,  including  a  principal  and 
three  vice-principals.  One  vice -principal  was  in 
charge  of  the  elementary  school,  another  was  in 
charge  of  the  junior  high  school,  and  the  third 
was  vice -principal  of  the  senior  high  school.  Full 
time  secretarial  help  was  provided  for  this  school. 

II.  COLLECTION  OF  DATA 

The  Diary 

Principals  and  vice -principals  of  the  schools  involved  in  this 
study  agreed  to  co-operate  in  the  collection  of  data.  Two  diary  forms, 
to  be  maintained  by  principals  and  vice -principals ,  were  considered: 

(a)  a.  simple  form  requiring  the  recording  of  each  task  performed  and 
the  time  spent  on  the  task  (Appendix  B);  (b)  a  detailed  tally  sheet 
comprised  of  a  list  of  specific  tasks  from  which  participants  would 
identify  the  tasks  pertinent  to  their  work  and  indicate  the  time  spent 
upon  each  task.  Write-in  space  wa.s  to  have  been  provided  for  the  entry 
of  unusual  tacks  not  previously  anticipated.  As  a  result  of  discussions 
with  a  representative  group  of  principals  and  vice -principals ,  the  simple 
diary  form  ((a),  above)  was  chosen.  The  relative  values  of  both  forms 
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were  acknowledged,  but  two  particular  values  influenced  the  final  choice: 
(l)  the  simple  write-in  form  would  not  influence  by  suggestion  the  usual 
and  normal  routine  of  participants;  (2)  final  classification  of  items  by 
the  author  would  avoid  inconsistent  classification  by  the  several  partici¬ 
pants.  Each  diary  contained  an  instruction  sheet  (Appendix  C)  with  a 
sample  page  of  completed  diary  (Appendix  D)  for  the  guidance  of  those 
who  would  be  reporting  the  nature  of  their  work.  Diary  forms  were  so 
arranged  that  entries  could  be  returned  every  two  weeks.  This  allowed 
for  a  constant  check  on  the  accuracy  and  regularity  of  entries. 

The  Sample 

The  months  of  November,  December,  and  January  were  chosen  as  the 
period  for  the  collection  of  the  data.  The  period  avoided  peak  work 
periods  of  school  opening  and  closing,  but  it  included  one  examination 
period.  Participants  agreed  that  this  would  reveal  the  usual  nature  of 
work  done  by  individuals  involved  in  the  study. 

The  first  two  weeks  of  the  study  served  as  a  trial -run  period. 

Diary  forms  were  completed  for  the  two-week  period  and  were  discussed 
at  a  regular  meeting  of  the  Principals1  Association.  Entries  were  care¬ 
fully  checked,  and  a  few  revisions  of  procedure  we re  agreed  upon  Data 
for  this  two-week  period  are  included  in  the  study. 

The  eight  principals  averaged  fifty-six  usable  days  of  diary 
returns,  with  a  high  of  fifty-nine  and  a  low  of  fifty  usable  days.  The 
ten  vice -principals  averaged  fifty-six  usable  days,  with  a  high  of  sixty- 
three  and  a  low  of  forty-five  usable  days.  The  four  secretaries  averaged 
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forty-five  usable  days,  with  a  high  of  sixty  and  a  low  of  eighteen 
usable  days.  In  total  these  three  sources  of  information  yielded  usable 
data  for  an  aggregate  period  of  1195  days. 

At  the  completion  of  the  diary -keeping  period  ea.ch  principal  and 
each  vice -principal  was  sent  a  summary  (Appendix  i)  of  his  diary  returns 
and  was  given  an  opportunity  to  review  his  record  in  total.  Two  persons 
suggested  additional  entries  which  should  have  been  made.  At  the  same 
time,  8,11  participants  indicated  how  much  time  they  would  have  liked  to 
spend  on  each  listed  task,  thus  suggesting  possible  imbalances  in  their 
work. 

III.  ANALYSIS  OF  DATA 

Development  of  Du ty  Are as 

Hie  duties  of  principals  and  vice -principals ,  as  reported  in 
this  study,  were  classified  as  shown  on  page  10.  These  duty  areas  were 
developed  by  reference  to  the  literature  dealing  with  the  principal- 
ship.  Further  references  to  literature  are  included  here  to  validate 
the  chosen  classification. 

Reeves  recognized  that  supervisory  duties  are  but  one  aspect 
of  the  administrative  task.  The  importance  of  supervisory  duties  has 

2A.  W.  Reeves,  "The  Role  of  Hie  Principal,"  The  Alberta  School 
Principal,  J.  H.  M.  Andrews,  editor  (Edmonton,  Policy  Committee, 
Leadership  Course  for  Principals,  Faculty  of  Education,  University  of 
Alberta,  1959)  P*  8* 
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also  teen  recognized,  by  superintendents ,  and  by  Andrews^  and  Reeves'5 
of  the  University  of  Alberta. 

Non -instructional  duties  in  this  study  have  been  sub-divided  into 
seven  categories. 

Duties  of  co-ordinating  and  organizing  school  operations  are 

referred  to  as  management  duties.  Duties  included  in  this  classification 

are  similar'  to  duties  referred  to  as  administrative  duties  by  the 

6  7  8 

National  Elementary  Principal,  Jacobson  and  Kyte. 

The  inclusion  of  clerical  work  as  one  phase  of  the  duties  of 

principals  is  common  in  writings  dealing  with  the  duties  and  responsi- 

9  10  11 

bilities  of  principals.  Edmonson,'  Kyte  and  Jacobson  agreed  that  in 

common  practice  the  principal  spends  too  much  of  his  time  with  routine 

12 

clerical  work  neglecting  his  supervisory  duties.  In  addition  Kyte 
claimed  that  the  smaller  school  is  given  less  clerical  assistance  than 
the  larger  one  although  the  smaller  school  needs  at  least  as  much. 

A.  W.  Reeves,  The  Alberta  School  Principal,  1959?  ojd.  oit . ,  p.  5* 

^J.  H.  M.  Andrews,  The  Alberta  School  Principal,  1959?  op «  eft.,  p.  58* 

t; 

■'A.  W.  Reeves,  The  Alberta  School  Principal,  I960,  op.  cit.,  p.  15. 

5 

National  Elementary  Principal,  loc.  cit. 

7 

Jacobson,  loc .  cit. 

Kyte ,  loc  .-  cit . 

9j.  b.  Edmonson,  J.  Roemer,  and  P.  L.  Baron,  The  Administration  of 
the  Modern  Secondary  School  (New  York:  The  Macmillan  Company,  1953;?  P*  47 

Kyte,  on.  eft.,  p.  81. 

"^Jacobson,  op .  eft.,  p.  13* 

12 

“Kyte,  loc .  cit . 
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The  inclusion  of  staff  personnel  duties  v; as  a  broadening  of  a 
category  used  by  McLeod.1^  The  category,  limited  to  teaching  personnel 
by  McLeod,  was  expanded  to  include  the  directing  of  all  school  employees 
in  non-teaching  situations. 

The  category  of  pupil  personnel  duties  is  also  very  similar  to 

a  classification  used  by  McLeod,"'*  and  was  modified  to  include  all 

activities  dealing  with  students  in  non-teaching  situations,  but 

excluded  extra-curricular  activities. 

The  inclusion  of  extra-curricular  duties  as  part  of  an  adminis- 

1  b  16 

trator’s  duties  has  been  accepted  by  McLeod  ‘  and  Edmonson. 

17 

Andrews  recognized  the  recent  expectations  of  the  administra¬ 
tor’s  role  in  fostering  desirable  community  relationships.  Public 

1 8 

relations  as  an  area  of  duty  was  included  by  McLeod  in  his  study  of 
the  Urban  assistant  principal. 


^ John  Douglas  McLeod,  "The  Urban  Assistant  Principal  of 
Elementary  and  Elementary  Junior  High  Schools,"  (unpublished  Master's 
thesis,  The  University  of  Alberta,  Edmonton,  1959)?  P-  38. 

^McLeod,  op.  cit.  ,  pp.  38-39* 
lb 

McLeod,  op.  cit.,  p.  39* 


16 


Edmonson,  op.  cit .  ,  p.  47 


^ 1  Andrews ,  "The  Role  of  the  Principal,"  Canadian  Research 
Digest,  Oja,  cit ♦ ,  p.  13* 

1  fi 

McLeod,  loc .  cit. 
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The  opinions  of  these  writers  represent  a  cross-section  of 
educational  thought  regarding  the  principalship.  Collectively,  their 
analyses  provided  a  classification  of  scope  sufficient  to  include  the 
major,  common  duties  of  this  position.  Hence,  the  duty  areas  listed  on 
page  10  were  the  basis  for  analysis  of  data  in  following  chapters. 

A  few  duties  which  did  not  fit  readily  into  the  above  duty  areas 
were  placed  in  a  separate  category  labeled  miscellaneous  duties. 

The  Treatment  of  Data 

Duties  reported  in  the  diary  returns  were  grouped  and  classified 
under  duty  areas  as  defined  in  Chapter  I.  Although  some  items  could 
have  been  placed  in  one  category  instead  of  another,  an  arbitrary  but 
reasonable  decision  was  made  in  each  debatable  case  and  classification 
was  carried  through  consistently. 

The  data  were  analyzed  to:  (a)  reveal  the  nature  and  variety  of 
duties  performed:  (b)  determine  the  amount  of  time  devoted  to  each  of 
the  duties;  (c)  make  inter-school  comparisons  of  duties  performed;  and 
(d)  determine  the  allocation  of  duties  between  the  principal  and  the 


vie  e -princ ipal . 
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CHAPTER  III 


THE  PROVISION  OF  TIME  FOR  ADMINISTRATIVE  DUTIES 


Every  school,  regardless  of  size,  has  a  certain  amount  of 
administrative  work,  the  amount  of  which  increases  presumably  in  some 
relation  to  the  size  of  the  school.  The  School  Act"1  recognizes  this 
fact,  in  small  degree,  by  requiring  the  appointment  of  a  vice -principal 
for  a  school  in  which  eight  or  more  teachers  are  employed.  School 
boards  also  recognize  the  relationship  between  administrative  load 

and  school  size  by  granting  increased  administrative  time  to  the 

2 

principals  of  larger  schools. 

The  selected  school  division,  at  the  time  of  the  survey  con¬ 
ducted  for  this  study,  had  no  stated  policy  regarding  the  time  a 
principal  or  a  vice -principal  should  be  released  from  teaching  duties 
for  the  performance  of  administrative  duties.  In  addition,  no  policy 
existed  pertaining  either  to  the  appointment  or  the  duties  of  secreta¬ 
rial  help  in  the  schools. 

Use  of  Time  by  Admini s tr at i ve  Stall' 

In  an  attempt  to  determine  if  any  uniform  practice  existed  among 
the  schools  of  the  selected  division  all  principals  and  all  vice- 

^ Alberta  Department  of  Education,  The  School  Act,  1961, 

Section  370(2). 

p 

cFor  example  see  Schedule  for  Supervisory  Assistance  Within 
Calgary  School,  Appendix  G. 
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3 

principals  completed  a  form  at  a  Principals 1  Association  meeting  which 
required  a  summary  of  the  number  of  periods  devoted  to  regular  teaching 
duties,  supervision  of  student  study  classes,  any  other  regular  duties, 
and  the  number  of  periods  available  for  administrative  duties.  The 
data  so  obtained,  and  reported  on  the  basis  of  forty  periods  per  week, 
are  presented  in  Table  I  along  with  the  periods  of  clerical  help  per 
week. 

An  examination  of  Table  I  reveals  that  no  pattern  for  the  pro¬ 
vision  of  administrative  time  existed  for  principals  and  vice -principals 
The  principal  of  school  KJ  and  the  principal  of  school  B9  each  had  only 
three  administrative  periods  per  week.  The  principal  of  school  E19  had 
only  five  administrative  periods  per  wee k.  The  remaining  principals 
were  allowed  from  ten  administrative  periods  per  week  to  full  time  for 
the  performance  of  administrative  duties.  With  the  exception  of  school 
H56^  whose  vice-principa.ls  had  from  ten  to  twenty  periods  for  administ¬ 
rative  work  all  other  vice -principals  received  from  zero  to  six  periods 
per  week  for  administrative  duties. 

Administrative  Time  and  School  Size 

The  data  presented  in  Table  I  outlined  the  allocation  of  time 
devoted  to  both  teaching  and  administrative  duties  for  each  of  the 

3 

Appendix  A 

^'School  H56  is  organized  in  such  a  manner  that  the  vice -principal 
of  the  elementary  and  junior  high  sections  are  in  almost  complete  charge 
of  their  respective  sections. 
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NUMBER  OF  PERIODS  PER  WEEK  ALLOCATED  TO  PRINCIPALS,  VICE-PRINCIPALS ,  AND 
SECRETARIES  FOR  TEACHING  AND  ADMINISTRATIVE  DUTIES 
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Maximum  number  of  time-table  periods  per  week  is  forty. 

'Half-time  secretarial  assistance  is  equated  to  twenty  periods  per  wee k 
This  school  had  two  vice -principals . 

This  school  had  three  vice-princioals . 
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schools  in  the  survey.  Since  these  .  chools  differ  in  size  and  adminis¬ 
trative  organization  Table  II  examines  the  relationship  between  the 
•ovision  of  administrative  time,  in  periods  per  week,  and  the  total 
possible  teaching  periods  per  week  in  each  of  the  schools  to  determine 
if  any  pattern  to  this  relationship  is  evident  amo  ;  the  schools  of  the 


division. 


TABLE  II 


RELATIONSHIP 


BETTEEH 

AIL  SCHOOL 


ADI-IIII ISTH AT IVE  TL 


)IZ 


(j  i.j 


School 

Possible  Teaching 
Periods^ 

Total 

Adminis tration 
Periods^ 

Percentage 
Admini s tr  a t i on  2 

A7 

280 

3 

1.075-4 

B9 

360 

4 

1.11 io  ■ 

C13 

520 

16 

V-M 

• 

O 

CD 
^  c 
0^ 

D14 

560 

21 

5-7  55^ 

E19 

760 

28 

3.68^ 

F19 

760 

33 

4  •  54# 

G25 

1000 

42 

4.20^ 

H56 

2240 

128 

5-71# 

■^The  "Possible  Teaching  Periods"  per  week  is  the  product  of  the 
number  of  teachers  on  staff  multiplied  by  forty. 


'  Prom  Table  I. 

.  .  100 

Teaching  Periods 


Table  II  indicated  that  there  is  a  rather  evident  increase  in 
the  percentage  of  total  possible  teaching  periods  devoted  to  adminis 
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orative  time  as  the  size  of  the  school  increases.  There  appeared  to  be 

of  administrative  periods  per  week  and  the  number  of  teachin  •  oeriods 

per  week. 


Tv/o  Comparisons 

The  allocation  of  administrative  time  and  teaching  time  by  the 
administrative  staff  of  each  of  the  schools  of  the  selected  school 
division  is  compared  in  this  section  to  regulations  made  by  a  large 
city  system  governing  such  allocation  for  its  own  system.  A  comparison 
is  also  made  of  the  teaching  load  of  principals  and  of  vice -principals 
of  the  selected  school  division  to  the  teaching  load  of  classroom 
teachers  in  an  area  of  this  province. 

Calgary  system.  The  Calgary  Schedule  of  supervisory  assistance 
within  Calgary  schools  allows  each  high  school  teacher  five  free  periods 
per  week  for  the  purpose  of  teacher  study  and  correction.  In  addition 
the  schedule  provides  the  administrators  of  each  school  two  adminis¬ 
trative  periods  per  week  per  teacher.  A  comparison  of  the  teaching 
loads  and  administrative  time  of  the  principals  end  vice-principals  of 
the  selected  school  division  to  the  teaching  loads  and  administrative 
time  granted  under  the  Calgary  Schedule  reveals  the  following  information. 
The  teaching  load  of  the  principal  of  school  A7  and  the  principal  of 
school  B9  exceeded  the  teaching  load  of  staff  teachers  of  the  Calgary 
system  and  the  principal  of  school  E19  equaled  the  teaching  load. 

5 

Appendix  G. 
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With  the  exception  of  the  vice -principals  of  school  H56  only  one  vice¬ 
principal  had  a  teaching  load  less  than  that  of  staff  teachers  of  the 
Calgary  system.  The  comparison  of  the  allotted  administrative  time  of 
the  schools  of  the  selected  division  to  the  Calgary  allowance  of  two 
administrative  periods  per  week  per  teacher  indicated  that  all  schools 
are  under  this  figure,  with  schools  A7 ,  B9,  C13,  E19,  F19,  and  G25  very 
markedly  belo w  the  Calgary  allowance. 

Tlie  provision  of  secretarial  help  to  the  four  largest  schools  of 

the  selected  school  division  indicated  that  the  board  has  recognized 

the  need  for  clerical  assistance  in  the  schools.  It  is  very  difficult 

to  equate  the  provision  of  clerical  help  against  the  provision  of 

clerical  help  according  to  schedules  of  another  system,  such  as  the 

6 

Calgary  schedule,  since  the  types  of  schools  are  quite  different. 

7 

Central  Alberta  practice.  Milton  R.  Fenske  in  his  study  of  the 
v/ork  week  of  a  sample  of  Central  Alberta  high  school  teachers  found 
that  the  average  classroom  teacher  had  a  median  classroom  instruction 
load  of  21.63  hours,  or  32.45  forty  minute  periods  per  week. 

Since  the  data  as  shown  in  Table  I  includes  both  assigned  class¬ 
room  instruction  and  the  supervision  of  student  study  classes, 

Appendix  J  gives  the  division  of  teaching  time  into  these  two  types  of 
services. 

^Calgary  Schedule  of  Clerical  Assistance  -  Appendix  H. 

^Milton  R.  Fenske,  "Analysis  of  the  Work  Week  for  a  Sample  of 
Central  Alberta  High  School  Teachers"  (Unpublished  Master’s  thesis; 
University  of  Alberta,  1961),  p.  28. 
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The  comparison  of  the  classroom  teaching  load  of  principals  and 
vice-principals,  as  shown  by  Appendix  J,  to  the  median  high  school  staff 
instruction  load  of  21.65  hours  or  52-45  forty  minute  periods  per  week, 
for  Central  Alberta  high  school  teachers  presents  the  following  compari¬ 
sons.  The  principal  of  school  A7  and  the  principal  of  school  B9  had 
classroom  instruction  loads  that  exceeded  by  5*5  and  4*5  periods 
respectively  the  median  classroom  instruction  loads  for  high  school 
teachers  in  Central  Alberta.  The  classroom  instruction  load  of  five 
vice-principals  also  exceeded  the  median  load  for  Central  Alberta  High 
school  teachers. 

Appendix  J  also  revealed  that  the  principal  of  school  E19  and 
the  principal  of  school  F19,  the  vice -principal  of  school  E19  and  the 
vice -principal  of  school  F19,  and  one  vice -principal  of  school  G25  spent 
seven  or  more  periods  per  week  supervising  student  study  classes. 

SUMMARY 

The  data  on  time  available  for  the  performance  of  administrative 

duties  disclosed  that  most  principals  and  vice-principals  carried  heavy 

teaching  loads.  The  teaching  load  in  many  cases  exceeded  the  teaching 

q 

load  of  Calgary  teachers  and  also  exceeded  the  median  teaching  load  of 

Fenske ,  o£.  cit . 
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high  school  teachers  as  reported  in  the  study  by  Fenske."'  In  six 
cases  the  load  of  the  principal  or  vice -principal  was  increased  by  more 
than  a  period  per  day  by  the  supervision  of  student  study  classes. 
Except  for  school  H56  no  provision  appears  to  have  been  made  for 
administrative  time  for  vice -principals  beyond  the  normal  free  time 
of  teachers.  Although  the  percentage  of  total  teaching  time  devoted  to 
administrative  time  increased,  with  an  increase  in  school  size,  there 
appeared  to  be  no  systematic  pattern  of  increase.  The  need  for 
secretarial  help  in  the  schools  has  been  recognized  by  the  provision 
of  this  service  to  the  four  largest  schools  in  the  selected  school 
division. 


10 


Fenske , 


on.  cit. 
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CHAPTER  IV 


SUPERVISORY  DUTIES 

Supervisory  duties  comprise  one  element  of  administrative  dutie 
as  defined  on  page  10.  In  the  division  under  study,  supervisory  dutie 
were  described  in  the  Teacher's  Handbook^  as  being  synonymous  with 
classroom  visitation.  The  latter  term  consisted,  nevertheless,  of 
several  types  of  duties.  It  was  the  function  of  the  data  gathering 
diary  to  reveal  the  nature  and  frequency  of  performance  of  supervisory 
duties,  as  reported  by  principals  and  vice-principals. 

This  chapter  investigates  the  supervisory  duties  performed  by 
principals  and  vice -principals  of  the  selected  school  division.  Diary 
returns  of  principals  and  vice -principals  were  carefully  examined  to 
determine  the  nature  and  extent  of  supervisory  duties,  inter-school 
comparisons  were  made  of  duties  performed,  and  the  distribution  of 
duties  between  principals  and  vice-principals  was  investigated. 

Table  III  gives  an  analysis  of  supervisory  duties  performed  by 
principals  and  vice -principals  for  the  division  as  a  whole.  Table  III 
also  gives  the  number  of  individuals  reporting  the  duty  and  the  time 
range,  in  minutes  per  day,  devoted  to  each  duty.  Items  are  arranged 
in  order  of  arithmetic  mean  time  devoted  to  each  duty  as  reported  by 
all  of  the  principals  and  vice -principals  of  the  selected  school 
division . 

handbook  printed  by  the  selected  school  division  containing 
information  pertinent  to  the  operation  of  divisional  schools,  p.  $0. 
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TIME  SPENT  ON  SUPERVISORY  DUTIES  AS  REPORTED  BY  ALL  PRINCIPALS 

AND  VICE-PRINCIPALS 


28 


o 

r— 

CM 

o 

o 

o 

O 

CO 

O 

o 

UM 

rH 

P 

• 

1 — 1 

• 

CM 

o 

• 

o 

• 

O 

• 

rH 

• 

o 

• 

o 

• 

ltn 

• 

03 

• 

LTN 

bO 

CM 

1 

I 

KM 

| 

o 

i 

M3 

1 

"vf 

| 

o 

1 

o 

1 

o 

1 

CM 

LTN 

o 

co  § 

o 

o 

o 

o 

O 

o 

1 

o 

1 

o 

1 

o 

1 

o 

1 

o 

i 

o 

Ph 

•H 

O 

P 

•H 

o 

• 

o 

o 

• 

o 

o 

• 

o 

o 

• 

o 

o 

• 

o 

o 

• 

o 

o 

• 

o 

o 

• 

o 

O 

« 

o 

o 

• 

o 

o 

• 

o 

o 

• 

o 

P 

P* 

1  P 

®  P 
o  q 

•H  X> 

*>■  e 

N~\ 

1 — 1 

o 

NO 

CM 

o 

o 

p 

■x- 

p 

CM 

is* 

CM 

-vf- 

N"\ 

O 

rH 

a) 

tlD 

KN 

o 

OJ 

CO 

res 

o 

o 

N“\ 

ON 

o 

o 

CM 

• 

« 

• 

• 

1 - 1 

ON 

fH 

rH 

r— 

o 

c — 

rH 

CM 

1 - 1 

CO 

• 

• 

• 

• 

• 

« 

• 

• 

03 

rH 

1 

CM 

| 

OJ 

1 

1 — 1 

1 

| 

1 

ON 

1 

oo 

1 

KM 

1 

o 

1 

CM 

1 

1 — 1 

o 

14M 

o 

o 

o 

o 

o 

1 

o 

1 

o 

s 

o 

1 

o 

1 

o 

co 

o 

LTN 

o 

o 

o 

o 

o 

o 

o 

o 

o 

o 

H 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

CD' 

Ph 

o 

P 

o 

o 

o 

o 

o 

o 

o 

o 

o 

o 

•H 

O 

P 

•H 

£ 

l — 1 

P 

<1) 

rO 

£ 

D~ 

CD 

CO 

CM 

KM 

iPv 

KM 

KN 

o 

KN 

NO 

CO 

P 

O 

xi 

43 

Q 

O 

CD 

P 

p 

0) 

CD 

o 

P 

Q) 

•H 

CO 

p 

43 

CD 

o 

CO 

P 

P 

p 

•H 

p 

(D 

!S 

p 

CO 

P 

CO 

Oh 

q 

p 

CO 

CO 

a, 

o 

CD 

p 

o 

ttf) 

o 

•H 

43 

p 

CD 

q 

a 

P 

43 

•H 

P 

CO 

r’i 

P 

o 

CO 

CD 

34 

43 

CD 

p 

0) 

•H 

•H 

34 

CD 

•H 

p 

P 

o 

O 

p 

P 

P 

ts 

p 

P 

p 

o 

cD 

P 

n 

a 

CD 

cd 

o 

P 

CO 

CD 

p 

0) 

p 

CO 

p 

P 

CD 

£ 

P 

CD 

O 

p 

Pt 

CO 

CD 

p 

•H 

P 

•H 

P 

P 

43 

q 

•H 

o 

00 

X 

P 

Q) 

P 

p 

CD 

p 

P 

o 

•H 

p 

CO 

Td 

P 

cD 

o 

43 

q 

> 

cD 

P 

CD 

CD 

E 

•H 

P 

T 3 

i — ! 

P 

6 

•H 

N 

4h 

P 

rH 

o 

cD 

e 

O 

•H 

ttD 

cD 

CD 

p 

o 

■rH 

to 

Td 

O 

P 

P 

CO 

q 

X> 

o 

CO 

p 

P 

P 

O 

•H 

P 

Td 

•H 

43 

•H 

p 

00 

•H 

•H 

CD 

xi 

CO 

•H 

CO 

p 

!> 

CO 

CD 

P 

XJ 

P 

P 

£ 

>5 

o 

•H 

Td 

CO 

cd 

P 

O 

1 

§ 

‘S 

CD 

P 

o 

£ 

•H 

Xi 

P 

cD 

1 — 1 

P 

M 

i — i 

o 

P 

a, 

1 — 1 
CP 

1 - 1 

On 

p 

73 

p 

CO 

P 

<3 

P 

M 

<1  II 

& 


CM 


Number  who  reported  this  duty. 

Range  of  times  devoted  to  this  duty  in  minutes  per 
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Table  III  indicates  that  the  only  supervisory  activity  which 
involved  all  principals  was  classroom  visitation.  Other  supervisory 
duties  common  to  most  principals  were:  individual  conferences  with 
teachers,  professional  reading  and  research,  and  standardized  testing. 
Only  two  duties,  professional  reading  and  research  and  individual  help 
to  teachers,  were  reported  by  four  of  the  ten  vice -principals .  Three 
vice-principals  reported  individual  conferences  with  teachers  and  the 
planning  of  an  institute.  All  other  duties  were  reported  by  two,  or 
fewer  than  two,  vice -principals . 

Table  IV  reports  the  time  devoted  to  the  eleven  most  important 
supervisory  duties,  from  a  standpoint  of  time,  in  each  school.  The 
percentage  of  total  supervisory  time  devoted  to  each  duty  is  given. 

In  addition  the  mean  time  per  day  devoted  to  supervision  by  each  school 
is  reported. 

Table  IV  shows  no  consistent  pattern  among  the  schools  either 
in  total  time  devoted  to  supervisory  duties  or  in  percentage  of  the 
total  time  devoted  to  each  of  the  supervisory  duties  listed.  School  D14, 
for  example,  reported  two  and  one-half  times  as  much  supervisory  time 
as  school  E19,  and  half  again  as  much  time  as  school  F19. 

Figure  1  provides  a  further  breakdown  of  total  supervisory  time 
by  showing  the  time  spent  on  supervisory  duties  by  the  principal  and 
vice -principal  in  each  of  the  schools  in  the  survey. 

Figure  1  indicates  clearly  that  supervision  is  considered  a 
responsibility  of  the  principal.  Vice-principals  took  only  a  small 
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part  of  the  total  supervisory  functions  within  a,  school.  Two  vice- 

principals  of  the  largest  school  did,  however,  take  a  fairly  active 

2 

role  in  supervision.  As  explained  previously,  these  two  vice -principals 
were  almost  entirely  responsible  for  the  grades  for  which  they  had.  been 
designated  as  vice -principal,  and  as  a  result,  performed  many  duties  of 
a  principal. 


SUMMARY 

The  only  supervisory  duty  common  to  all  schools  was  classroom 
visitation.  The  data  failed  to  reveal  any  consistent  pattern  among  the 
schools  as  to  total  time  devoted  to  supervisory  duties.  No  pattern  was 
established  for  the  percentage  of  total  supervisory  time  devoted  to  each 
individual  duty.  With  the  exception  of  two  of  the  vice -principals  of 
the  largest  school,  the  majority  of  supervisory  duties  within  each 
school  v/ere  performed  by  the  principal. 


Footnote  1,  page  16. 
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CHAPTER  V 


NON - INSTRUCTIONAL  DUTIES 

Non-ins true tional  duties  comprise  the  second  major  element  of 
a.dminis trative  duties.  The  first  element--instructional  duties--was 
discussed  in  Chapter  IV. 

The  chief  interest  of  this  study  was  to  reveal  in  detail  the 
nature  of  non-ins true tional  duties  in  one  school  division.  Numerous 
sub-classifications  were  necessary,  therefore,  to  accomplish  this  end. 
These  sub-categories  were  isolated  by  reference  to  literature,  (p.  15) 
as  a  result  of  which  the  balance  of  this  chapter  is  organized  around 
seven  topics:  management  duties,  clerical  duties,  staff  personnel  duties 
pupil  personnel  duties,  extra-curricular  duties,  public  relations  duties 
and  miscellaneous  duties. 

Throughout  this  chapter  the  data  on  each  sub -category  are 
analyzed  to  reveal  the  nature  and  extent  of  duties  for  the  division  as 
a  whole,  to  give  inter-school  comparisons  of  duties  performed,  and  to 
show  the  distribution  of  duties  within  each  school.  In  addition  to  the 
above  analysis,  the  sub-category  on  clerical  duties  investigated  the 
effect  of  clerical  arsis tonce  upon  time  devoted  to  these  duties  by 
principals  and  vice-principals. 


.. 


•  •  u  ~ 


. 


. 


c  1  '  h: c  ~ 


54 


I.  MANAGEMENT  DUTIES 

Duties  included  in  this  classification  are  similar  to  duties 

referred  to  as  administrative  duties  by  The  National  Elementary 

12  3 

Principal,  Jacobson,  and  Kyte."  Generally,  such  duties  relate  to 
co-ordinating  and  organizing  school  operations. 

The  diaries  of  respondents  were  analyzed  and  eleven  major  items, 
in  terms  of  time  devoted  to  them,  were  selected  as  being  descriptive  of 
management  duties.  These  items,  or  types  of  management  duties,  form 
the  basis  of  Table  V.  Table  V  lists  management  duties  in  order  of 
arithmetic  means  of  times  devoted  to  them.  In  addition,  Table  V  gives 
the  number  of  persons  reporting  each  duty  and  the  range  in  time,  in 
minutes  per  day,  devoted  to  each  duty. 

Two  items--staff  meetings  and  interviews  with  parents-~were 
placed  in  this  section  for  the  following  reasons.  Principals  and  vice¬ 
principals  on  their  returns  indicated  the  staff  meetings  or  portions  of 
staff  meetings  devoted  to  each  of  instructional  and  non -instructional 
matters.  The  former  has  been  discussed  in  Chapter  IV  on  Supervisory 
Duties;  the  latter  has  been  placed  in  this  section.  Similarly,  inter¬ 
views  with  parents  were  included  here  because  they  dealt  mainly  with 
disciplinary  matters. 

^National  Elementary  Principal,  loc .  cit . 

2 

Jacobson,  loc .  cit . 

3 

Ky te ,  loc .  cit. 
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TIME  SPENT  ON  MANAGEMENT  DUTIES  AS  REPORTED  BY  ALL  PRINCIPALS  AND  VICE -PRINCIPALS 
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The  time  devoted  to  management  duties  by  principals  ranged  from 
a  low  of  10.54  minutes  to  a  high  of  60.45  minutes  per  day.  Vice- 
principals  spent  from  an  individual  low  of  4*77  minutes  to  a  high  of 
37*07  minutes  per  day  on  management  duties. 

Table  V  indicates  that  the  most  important  duties,  from  a  stand¬ 
point  of  time,  for  both  the  principal  and  vice -principal  were  staff 
meetings,  Principals’  Association  meetings,  arranging  parent  teacher- 
interviews,  discussions  between  the  principal  and  the  vice -principal, 
and  actual  interviews  with  parents.  Principals  also  listed  discussions 
with  the  divisional  trustee  and  superintendent  as  being  a  common 
occurrence,  but  not  important  from  the  standpoint  of  time. 

Table  VI  gives  the  total  time,  in  minutes  per  day,  devoted  to 
management  duties  by  each  school  in  the  survey.  The  eleven  most 
important  duties,  from  a  standpoint  of  time,  are  given  and  show  the 
percentage  of  the  school’s  total  management  time  devoted  to  each  of 
these  duties. 

Table  VI  indicates  a  fairly  consistent  pattern  of  duties  among 
schools.  Most  of  the  duties  listed  were  common  to  all  schools  in  the 
survey  with  only  school  A7  reporting  a  limited  number  of  management 
duties.  There  was  a  fairly  evident  increase  in  total  time  spent  on 
management  duties  as  the  size  of  the  school  increases . 

The  percentage  of  total  management  time  devoted  to  staff 
meetings  decreased  with  an  increase  in  school  size  and  then  increased 
when  the  school  was  organized  in  such  a  manner  as  to  give  vice— principals 
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more  responsibility  for  their  designated  area.  This  was  likely  due  to 
the  holding  of  staff  meetings  on  a  divisional  grade  basis  in  addition  to 
staff  meetings  for  the  whole  school. 

Figure  2  gives  a  further  breakdown  of  the  management  duties  in 
each  school  by  showing  the  distribution  of  these  duties  between  the 
principal  and  vice-principal  of  each  school. 

Figure  2  indicates  that  vice -principals  took  a  fairly  active  role 
in  the  management  of  the  school.  There  was  a  variation  from  school  to 
school,  but  from  one-quarter  to  over  one-half  of  the  management  time  in 
a  school  was  recorded  by  the  vice -principal .  The  importance  of  the  vice¬ 
principal  in  assisting  with  management  duties  seemed  to  grow  with  an 
increase  in  school  size. 


II.  CLERICAL  DUTIES 

Some  of  the  tasks  of  school  operation  are  the  keeping  of  records, 
completion  of  reports,  filing,  and  other  duties  which  can  be  described 
as  being  of  a  clerical  nature.  The  satisfactory  completion  of  some  of 
these  duties  may  require  a  background  knowledge  and  training  in  education, 
but  many  duties  can  be  satisfactorily  completed  by  persons  having  no 
special  training  in  education.  This  section  investigates  the  clerical 
duties  performed  in  each  of  the  schools  in  the  survey  and  the  use  of 
secretarial  help  in  the  completion  of  these  clerical  duties. 

Table  VII  analyzes  the  clerical  duties  performed  by  principals 
and  vice -principals  as  reported  on  diary  returns.  Duties  are  arranged 


, 

. . 

. 

,  ;  ; 


*.  \ 


- . .  « 


39 


MINUTES  PER  DAY 
FIGURE  2 


TIME  SPENT  ON  MANAGEMENT  DUTIES  BY  PRINCIPALS  AND 
VICE-PRINCIPALS  IN  EACH  SCHOOL 
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in  order  of  arithmetic  means  of  total  school  times.  The  table  gives  the 
number  of  persons  reporting  each  duty  and  the  range  in  time,  in  minutes 
per  day,  devoted  to  each  duty. 

Table  VII  indicates  clearly  that  both  principals  and  vice -principals 
performed  a  great  number  of  routine  tasks  such  as  filling  out  and  checking 
forms,  checking  and  distributing  supplies,  checking  classroom  registers 
and  answering  the  phone.  For  principals,  the  time  spent  on  clerical 
duties  varies  from  an  individual  low  of  10.67  minutes  per  day  to  a  high 
of  77*12  minutes  per  day.  Vice -principals  spent  almost  as  much  time  as 
principals  on  clerical  duties,  ranging  from  on  individual  low  of  5*45 
minutes  to  a  high  of  44*44  minutes  per  day. 

Table  VIII  gives  the  total  time,  in  minutes  per  day,  devoted  to 
clerical  duties  by  the  principal  and  vice -principal  of  each  school  in  the 
survey.  The  eleven  most  important  duties,  from  a  standpoint  of  time,  are 
given  in  Table  VIII  and  the  percentage  of  the  total  clerical  time  of 
each  school,  devoted  to  each  of  these  duties  by  the  school  is  shown . 

Table  VIII  reveals  that  the  clerical  duties  listed  were  common  to 
most  of  the  schools.  While  duties  were  common  to  most  schools,  the  time 
spent  on  these  duties  did  not  bear  an  exact  relationship  to  the  size  ol 
the  school.  The  administrative  staff  of  school  E19  opent  almost  as  much 
time  on  filling  out  and  checking  forms  as  the  administrative  staff  of 
school  H56.  The  administrative  staff  of  school  G25  spent  more  time 
checking  registers  and  on  correspondence  than  did  the  administrative 
staff  of  school  H 56.  In  examining  school  totals,  the  time  spent  on 
clerical  duties  could  not  be  accurately  predicted  from  a  knowledge  of 
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school  size.  Clerical  work  performed  in  a  school  appeared  to  indicate 
that : 

a)  An  increase  in  school  size  increased  the  total  time 
spent  on  clerical  duties,  and 

b)  In  some  schools,  the  greater  amount  of  time  could 
possibly  be  accounted  for  by  the  partiality,  on  the 
part  of  the  administrative  staff,  towards  clerical  work. 

Figure  3  gives  a  further  breakdown  of  the  clerical  duties  per¬ 
formed  in  each  school  by  showing  the  distribution  of  these  duties 
between  the  principal  and  vice -principal  of  each  school. 

Figure  3  shows  that  vice -principals  performed  a  considerable 
number  of  clerical  duties  in  the  school.  In  three  of  the  eight  schools 
having  vice -principals,  over  one-half  of  the  clerical  work  was  performed 
by  the  vice -principals .  In  only  one  school  was  a  minor  portion  of  the 
clerical  work  attributed  to  the  vice -principal . 

Fac tor  of  Clerical  Assistance 

The  board  of  the  selected  school  division  had  no  stated  policy 
either  in  their  Teacher’s  Handbook,  or  in  policy  resolutions  of  the  board, 
relating  to  the  duties  of  school  secretaries.  The  secretary- treasurer  of 
the  selected  division  stated  in  an  interview  that,  "The  provision  of 
secretarial  help  in  the  schools  is  to  relieve  the  principal  and  vice- 
principa.1  of  routine  tasks  so  that  they  can  devote  their  time  to  other 
tasks. 

^Secretary- treasurer ,  selected  school  division,  in  an  interview 
on  May  10,  1961. 
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Table  IX  analyses  the  percentage  of  total  administrative  time 
devoted  to  clerical  work  in  schools  having  no  clerical  help,  schools 
having  half-time  clerical  help,  and  the  one  school  having  full-time 
clerical  help. 

An  examination  of  Table  IX  on  the  previous  page  would  seem  to 
indicate  that  there  was  no  definite  relationship  between  the  provision 
of  clerical  help  and  the  reduction  of  the  percentage  of  total  administ¬ 
rative  time  spent  on  clerical  duties.  The  administrative  staffs  of 
four  schools  with  no  secretarial  help  averaged  slightly  over  fifteen 
per  cent  of  their  total  administrative  time  on  clerical  duties.  The 
a.dministrative  staffs  of  three  schools  having  half-time  secretarial 
help  averaged  over  nineteen  per  cent,  and  the  administrative  staff  of 
the  one  school  with  full-time  secretarial  help  had  over  eighteen  per 
cent  of  total  administrative  time  spent  on  clerical  duties. 

Since  the  provision  of  clerical  assistance  did  not  appear  to 
reduce  the  percentage  of  total  administrative  time  spent  on  clerical 
work,  Table  X  presents  an  analysis  of  the  tasks  performed  by  school 
secretaries  as  reported  on  their  diary  returns.  Duties  are  grouped 
into  four  general  categories: 

1.  Stenographic  duties.  These  are  duties  such  as  typing, 
filing,  and  other  routine  tasks. 

2.  Staff  personnel  duties.  These  are  duties  of  typing  and 
duplicating  tests  and  exercises  for  teachers,  but  not  to 
include  such  work  done  for  principals  or  vice-principals. 
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DUTIES  PERFORMED  BY  SECRETARIES  IN  MINUTES  PER  DAY 
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3.  Student  personnel  duties.  These  are  duties  involving 
student  requests  and  needs. 

4.  Miscellaneous  duties.  These  are  duties  which  do  not 
fit  into  the  above  categories. 

The  most  important  fact  revealed  by  Table  X  was  that  two  of  the 
secretaries,  employed  on  a  half-time  basis,  were  spending  over  three - 
fifths  of  their  time  in  doing  typing  and  duplicating  for  staff 
teachers.  One  of  these  secretaries  was  from  school  E19  in  which  the 
administrative  staff  recorded  over  seventy-three  minutes  per  day  on 
clerical  duties. 

Two  secretaries  were,  however,  doing  a  great  deal  of  clerical 
work  in  their  respective  schools,  and  yet  this  did  not  appear  to 
relieve  the  administrative  staffs  of  these  schools  from  administrative 
time  spent  on  clerical  duties.  This  could  be  interpreted  in  two  ways: 
either  secretaries  in  these  two  cases  are  performing  duties  which 
would  not  otherwise  be  done,  or  the  amount  of  time  which  the  principals 
and  vice -principals  of  the  larger  schools  would  have  to  spend  on 
clerical  duties  would  be  an  even  greater  proportion  of  the  total 
administrative  time  if  school  secretaries  were  not  employed. 

III.  STAFF  PERSONNEL  DUTIES 

The  daily  operation  of  a  school  requires  the  directing  of  both 
teaching  and  non-teaching  staff  in  non -instructional  situations.  The 
principal,  as  head  of  the  school,  is  the  logical  person  to  assume  the 
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responsibility  for  these  duties.  Duties  included  in  this  classification 
are  studied  in  this  section. 

The  diaries  of  all  principals  and  vice -principals  were  [analyzed 
and  only  five  major  items,  in  terms  of  time  devoted  to  them,  were  found 
as  being  descriptive  of  staff  personnel  duties.  These  items  form  the 
basis  of  Table  XI.  Table  XI  lists  these  staff  personnel  duties  in  order 
of  arithmetic  mean  time  devoted  to  them.  In  addition  Table  XI  gives  the 
number  of  persons  reporting  each  duty  and  the  range  in  time,  in  minutes 
per  day,  devoted  to  each  duty. 

Table  XI  shows  clearly  that,  from  the  factor  of  time,  staff 
personnel  duties  were  not  an  important  part  of  the  principal’s  or  vice¬ 
principal's  total  administrative  task.  Instructions  to  secretaries, 
discussions  with  janitors  and  repairmen,  and  dealing  with  teacher 
requests  were  the  only  frequently-occurring  duties  as  reported  by 
principals  and  vice -principals,  -ione  of  these  duties,  from  a  time 
standpoint  was  of  any  importance  to  vice -principals.  The  time  devoted 
by  principals  to  staff  personnel  duties  ranged  from  a  low  of  0.26 
minutes  to  a  high  of  52.62  minutes  per  day.  The  time  spent  by  vice- 
principals  on  the  same  duty  area  varied  from  a  low  of  zero  to  a  high  ox 
9.82  minutes  per  day. 

The  staff  personnel  duties  listed  in  Table  XI  are  analyzed  in 
Table  XII  to  determine  the  percentage  of  the  total  staff  time  allocated 
by  each  of  the  schools  in  the  survey  to  specific  staff  personnel  duties. 

Table  XII  shows  that  the  issuance  of  instructions  to  the  secretary 


. 
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was  the  only  time  consuming  task  and  this  was  true  only  in  the  largest 
school.  This  left  only  two  duties,  discussions  with  janitors  and 
repairmen,  and  dealing  with  teacher  requests,  as  being  fairly  common 
to  all  schools  in  the  survey. 

Figure  4  gives  a  further  breakdown  of  staff  personnel  duties  by 
showing  the  distribution  of  these  duties  between  the  principal  and  vice¬ 
principal  of  each  school. 

Figure  4  clearly  indicates  that  principals  performed  most  of  the 
duties  in  the  area  of  staff  personnel  duties.  Vice-principals  contri¬ 
buted  only  a  minor  share  of  the  total  time  spent  on  this  area. 

Figure  4>  along  with  Table  XII  indicated  no  relationship  between  school 
size  and  time  spent  on  staff  personnel  duties. 

IV,  PUPIL  PERSONNEL  DUTIES 

The  instruction  of  students  in  various  subject  matter  areas  is 

only  one  aspect  of  the  total  work  task  of  dealing  with  students.  The 

principal  has  the  responsibility  for  organizing  and  directing  student 

activities  outside  of  regular  school  hours  and  for  the  supervision  of 

5 

students  throughout  the  school  day.  This  requires  the  principal  to 
spend  time  in  dealing  with  students  in  non-teaching  situations.  All 
such  duties  of  a  non -instructional  nature  involving  students,  with  the 
exception  of  extra-curricular’  duties,  are  examined  in  this  section. 

Department  of  Education,  General  Regulations  of  the  Department 
of  Education  (Edmonton,  Queens  Printer,  1962),  Section  8b. 
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Table  XIII  shows  the  pupil  personnel  duties  performed  by 
principals  and  vice -principals  of  the  selected  school  division.  The 
duties  are  listed  in  order  of  arithmetic  mean  times  and  show  both  the 
number  of  principals  and  vice -principals  reporting  the  duty  and  the 
ranges  of  reported  times  devoted  to  each  duty. 

Table  XIII  shows  that  the  most  important  duties  for  principals 
and  vice -principals  both  from  a.  standpoint  of  time  and  frequency  of 
occurrence,  were  the  supervision  of  students  at  noon  and  recess, 
student  guidance,  discipline,  and  working  with  the  Students*  Union. 

The  most  time-consuming  duty  for  both  principals  and  vice-principals 
was  the  supervision  of  students  outside  of  regular  cla.ss  hours. 

Seven  of  eight  principals  reported  this  as  a  duty,  with  a  high  of  over 
fifty-seven  minutes  per  day.  Nine  out  of  ten  vice -principals  reported 
this  duty  with  a  high  of  over  forty -two  minutes  per  day. 

Table  XIV  lists  the  more  important  pupil  personnel  duties,  from 
a  standpoint  of  time,  and  shows  the  percentage  of  the  total  pupil 
personnel  time  devoted  to  each  of  the  duties  listed. 

No  relationship  between  school  size  and  the  time  devoted  to 
pupil  personnel  duties  was  evident  from  Table  XI . .  Table  XIV  did 
reveal  that  the  administrative  staff  of  school  E19  reported  no  time 
whatsoever  on  supervising  students  at  noon  and  recess,  or  on  supervising 
bus  loading  or  unloading.  Presumably  this  duty  was  lacking  or  was 
being  carried  out  by  other  staff.  'The  administrative  staffs  of  the 
four  smaller  schools  reported  no  time  spent  on  student  guidance  but  the 
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• » 

proportion  of  time  devoted  to  guidance  "by  the  adminis trative  staffs  of 
tne  larger  schools  increased  markedly  with  an  increase  in  school  size. 

Figure  5  gives  a  further  breakdown  of  pupil  personnel  duties  by 
showing  the  distribution  of  these  duties  between  the  principal  and 
vice-principal  of  each  school. 

Figure  5  reveals  that  in  six  of  the  seven  schools  having  vice- 
principals ,  the  vice -principal  or  vice -principals  took  a  fairly  active 
role  in  pupil  personnel  duties.  Time  spent  on  pupil  personnel  duties 
seemed  to  increase  with  school  size,  but  no  definite  pattern 'Was 
evident . 

V.  EXTRA-CURRICULAR  DUTIES 


Extra-curricular  activities  form  an  important  part  of  student 
life  and  can  be  of  value  in  developing  school  spirit  and  rapport  between 
students  and  staff.  The  responsibility  for  organizing  and  directing 
these  activities  is  placed  on  the  principal  by  the  Regulations  of  the 
Department  of  Education.^  In  addition  to  organizing  these  activities 
provision  must  be  made  for  supervising  the  activity.  Those  duties 
classified  as  extra-curricular  duties  are  presented  and  studied  in 
this  section. 

Table  XV  shows  the  nature  of  extra-curricular  activities  per¬ 
formed  by  principals  and  vice -principals .  These  activities  are  listed 

Department  of  Education,  loc .  cit . 
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in  order  of  arithmetic  mean  times  of  school  totals  for  each  duty.  The 
table  also  indicates  the  number  of  principals  and  vice -principals 
reporting  the  duty  and  the  range  of  reported  times  in  minutes  per  day. 

Table  XV  indicates  that  only  student  athletics  and  the  super¬ 
vision  of  Students’  Union  activities  were  duties  common  to  the  majority 
of  schools.  Six  out  of  eight  principals  and  nine  out  of  ten  vice¬ 
principals  reported  work  on  student  athletics.  Six  out  of  eight 
principals  and  four  out  of  ten  vice -principals  reported  supervising 
Students'  Union  activities.  Only  three  other  activities  were  reported, 
and  these  by  only  one  individual  for  each  activity.  The  time  devoted 
by  principals  to  extra-curricular  activities  ranged  from  an  individual 
low  of  zero  to  a  high  of  53*87  minutes  per  day.  Vice -principals  assumed 
an  important  role  in  extra-curricular  activities  and  their  reported  time 
ranged  from  an  individual  low  of  4*09  minutes  to  a  high  of  47*14  minutes 
per  day  on  this  duty  area. 

Table  XVI  gives  the  total  time,  in  minutes  per  day,  devoted  to 
extra-curricular  activities  by  the  administrative  staff  of  each  school 
in  the  survey.  The  five  duties  recorded  are  given  and  the  percentage  of 
the  total  time  devoted  to  each  individual  duty  is  also  given. 

Table  XVI  shows  that  student  athletics  was  a  task  common  to  the 
administrative  staffs  of  all  schools,  but  there  was  a  considerable 
variation  in  total  time  spent  on  this  task  among  the  administrative 
staffs  of  the  schools  in  the  survey.  Supervision  of  Students'  Union 
activities  was  reported  by  the  administrative  staffs  of  six  of  the  eight 
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schools.  The  total  time  spent  on  extra-curricular  duties  by  the 
administrative  staffs  of  the  schools  showed  no  pattern  consistent  with 
school  size. 

Figure  6  presents  a  further  breakdown  of  extra-curricular  duties 
by  showing  the  distribution  of  these  duties  between  the  principal  and 
vice -principal  of  each  school. 

Figure  6  indicates  that  the  principal  of  the  smallest  school 
spent  more  time  in  the  area  of  extra-curricular  activities  than  any 
school  in  the  survey.  In  two  of  the  schools  duties  we re  fairly  evenly 
divided  between  the  principal  and  vice -principal .  In  four  schools  the 
vice -principal  or  vice -principals  did  more  than  one-half  of  the  extra¬ 
curricular  duties.  In  one  school  the  vice -principal  performed  all  of 
the  duties  in  the  area  of  extra-curricular  work.  Extra-curricular  duties 
seemed  to  be  an  area  of  major  responsibility  for  vice -principals . 

VI.  PUBLIC  RELATIONS  DUTIES 


Fostering  desirable  relationships  between  the  school  and  the 
community  has  been  a  function  of  the  principalship  which  has  emerged 
from  the  newer  concept  of  the  position.  If  a  princix-)al  fully  realizes 
the  importance  of  a  public  .relations  program,  and  accepts  this  respon¬ 
sibility,  he  will  take  advantage  of  all  opportunities  to  meet  the 
public  and  foster  these  desirable  relationships. 

The  diaries  of  all  principals  and  vice -principals  were  analyzed 
to  determine  what  public  relations  duties  were  being  conducted  in  the 
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schools.  Table  XVII  presents  the  public  relations  duties  performed  by 
the  principals  and  vice-principals  of  the  selected  school  division. 
Duties  are  arranged  in  order  of  arithmetic  mean  time  spent  on  each  duty 
area.  Both  the  frequency  with  which  duties  were  reported  and  the  range 
of  reported  time  are  given  in  Table  XVII. 

Table  XVII  indicates  that  the  only  public  relations  duty  in  which 
both  principals  and  vice -principals  were  active  was  the  local  Home  and 
School  Association.  Two  principals  and  three  vice -principals  reported 
assisting  in  the  poppy  campaign.  Three  principals  reported  preparing  a 
school  newsletter.  Three  vice -principals  reported  making  arrangements 
for  guest  speakers.  All  other  public  relations  duties  received  only 
one  mention. 

The  time  devoted  to  public  relations  duties  by  principals  of  the 
selected  school  division  varied  from  an  individual  low  of  zero  to  a 
high  of  26.85  minutes  per  day.  Vice -principals •  times  varied  from  a 
low  of  0.58  minutes  to  a  high  of  9.56  minutes  per  day  spent  on  the  same 
duty  area. 

Table  XVIII  shows  the  total  time  in  minutes  per  day  devoted  to 
nublic  relations  duties  by  the  administrative  stafl  of  each  senool  in 
the  survey.  The  eight  most  important  duties,  from  a  standpoint  of  time, 
are  given  and  the  percentage  01  the  senool1 s  to  cad  time  devoted  co  each 

of  the  individual-  duties  is  shown. 

Table  XVIII  reveals  that  in  one  school  no  public  relations 
duties  were  carried  on.  dome  and  be  wool  was  me  only  iriooi  tant  dut^ 


. 

. 


' 

65 


N~\ 

o 

CO 

O 

P- 

o 

o 

vo 

CO 

CO 

CVJ 

r  > 

o 

O 

O 

vo 

o 

o 

ITN 

o 

-■» 

to 

CV 

o 

d 

o 

o 

o 

o 

o 

rO\ 

ft 

c3 

1 

o 

1 

o 

i 

o 

I 

o 

1 

o 

1 

o 

1 

o 

1 

o 

1 

o 

o 

co 

*-M 

o 

o 

o 

o 

o 

o 

o 

o 

o 

P-4 

rH 

• 

• 

• 

• 

• 

• 

• 

• 

• 

M 

cti 

o 

o 

o 

o 

o 

o 

o 

o 

o 

CP 

PP 

•H 

1 

o 

S3 

O 

•H 

(— t 

p 

> 

CP 

Q 

o 

o 

1 - 1 

<4 

•H 

H 

E> 

O 

CO 

P3 

co 

o 

o 

o 

NH 

o 

o 

c- 

ft 

£ 

<q 

P 

ft 

o 

M 

« 

CP 

PH 

o 

VO 

o 

o 

c — 

o 

o 

• 

VO 

c — 

o 

VO 

1 — 1 

1 — 1 

CM 

>a 

PI 

CM 

CO 

P| 

o 

o 

LTV 

NH 

CM 

o 

CM 

: — | 

rH 

r — . 

-d 

"=** 

to 

1 — 1 

i — i 

( 

1 

1 

1 

1 

1 

1 

1 

1 

P 

00 

CO 

o 

o 

o 

o 

o 

o 

o 

o 

o 

o 

pq 

1 — 1 

0=J 

o 

o 

o 

o 

CP 

M 

Pi 

V*/ 

c, 

o 

o 

o 

o 

o 

o. 

o 

o 

o 

1 - 1 

S3 

•H 

d 

> 

Eh 

o 

-p 

Cl 

d 

O 

•H 

CP 

p 

•H 

Pi 

cp 

£ 

pq 

< 

&H 

ft 

<3 

1 — 1 

p 

•H 

CL) 

>5 

00 

P> 

-P 

S3 

r— 

rH 

1 — 1 

1 — 1 

CM 

f-H 

,S-\ 

I — 1 

<■ 

M 

Eh 

!5p 

• 

co 

Q 

•H 

-p 

pq 

00 

4-5 

K-^» 

o 

pi 

O 

o 

o 

M 

co 

-p 

EH 

a 

•H 

<i 

rw 

■d 

PI 

d 

-p 

o 

Cq 

o 

'd 

-p 

'pq 

r\. 

o 

CO 

o 

> 

o 

a 

-p 

o 

H 

p 

d 

P 

■d 

pi 

o 

o 

o 

•H 

p< 

co 

tp 

o 

-p 

o 

® 

CP 

Ctj 

p 

£ 

Pi 

CO 

p 

•H 

i>5 

HJ 

£ 

-p 

o 

4J 

-P 

•H 

1 — 1 

CO 

Pi 

PH 

*> 

r-*' 

•H 

d 

CO 

*> 

Eh 

CO 

CH 

o 

CO 

o 

o 

o 

to 

CO 

s 

•H 

P 

M 

o 

d 

-p 

1 - 1 

a 

H-> 

O 

CP 

Pi 

•H 

1 — l 

o 

•rj 

■d 

o 

co 

O 

00 

-p 

o 

"d  co 

o 

Pi 

CO 

o 

p 

"d 

§ 

go 

Q 

d  C! 

o 

d 

o 

§ 

p 

CH 

'd 

£ 

o 

00 

o 

-p 

o 

rH 

CM 

i— I 

d 

to  CO 

o 

pq 

-p 

pq 

tH 

ro 

u 

£  co 

p« 

® 

CO 

-p 

•H  ® 

CO 

>2 

i — ! 

-p 

o 

Q) 

ro 

Oj  rH 

'd 

( — 1 

CO 

s 

-P 

rH 

d 

Ph 

d 

►> 

rH 

o 

® 

o 

•H 

CD 

o 

h*h 

pq 

t-r- 1 

00 

CP 

C3 

00 

66 


PI 

O 

o 

70 


% 

pq 


s 


co 

pq 

H 


£h 


CO 

M 


•-3 

oq 


M 

M 

M 

> 

x: 


a 

g 

i 


o 

H 

P 


o 


pH 

M 

O 


P 


CO 


PI 

pq 

<1 

o 

pi 

ft 

Eh 


pq 

< 


pq 

o 


Oh 


VO 

NP 

UP 

O 

Uq 

• 

C7N. 

NP 

UP 

"vf 

CM 

CO 

• 

CM 

CP 

O 

1 — 1 

P 

• 

ON 

1 - 1 

pq 

• 

o 

CP 

i — ! 

t — 

pi 

• 

NP 


NP 

NP 

( — 1 

o 

• 

LCP 

UP 

CP 

VO 

P 

• 

'Sj- 

o 

tp- 

o 

*3 

• 

O 

p 


CD 

•  • 

CO 

o 

•H 

c? 

P 

p 

CO 

p 

o 

• 

o 

co 

p 

p 

o 

c3 

o 

p 

CO 

f*-4 

CO 

p 

r — 1 

•H 

CD 

pj 

p 

•H 

P 

d 

p 

t-  H 

p4 

e 

•H 

P 

CO 

o 

•H 

-P 

cU 

O 

P 

o 

•H 


P 


o 

-p 


Pi 

o 


P 


P 

o 

o 

P 


P 


-o 

3 

CO 

o 

•H 

-P 

o3 

ci 

o 

•H 


£ 

<p 

O 

Ch 


i — ! 

CO 

K\ 

H 

CO 

NP 

i 

• 

• 

• 

• 

• 

o 

NP 

vj 

N“\ 

ON 

, — 1 

IT — 

• 

• 

• 

• 

• 

N"\ 

UP 

C 

rH 

o 

o 

• 

• 

CO 

1 — 1 

UP 

VO 

co 

K\ 

CO 

• 

• 

• 

• 

ON 

'sT 

, — ! 

•'p 

CO 

NP 

o 

NP 

UP 

r-i 

♦ 

« 

• 

r— 1 

oo 

O 

O 


VO 


O 

o 

pq 

o 

co 

E 

o 


co 

•H 

-P 

O 

CD 


& 

+3 

O 

erf 


G) 

O 

P 

O 

O 

CO 

o 

p 

P 

O 

o 


p 

•H 


CO 

P 


NP 

np 


NP 


CO 

r! 


•H  CD 
P  P 

O 


•H 

Pi 


O 

O 

o 

CO 

CO 


p 

•H 

Co 

o 

p 

P-I 


o 

•H 

P 

c3 

P 

P 

CO 

c-4 

|H 

'ri 

P 


cvJ 

£ 


P 

p 

p 

*  ^ 
P" 

o 


CO 

o 

s4 

CO 

CO 

p 

o 

CO 


CO 

•H 

P 

P 

o 

p 

o 


67 


for  other  schools.  A  general  pattern  was  evident  of  increasing  tine 
spent  on  public  relations  activities  as  the  size  of  the  school  increased. 

Figure  7  presents  a  further  analysis  of  public  relations  duties 

' 

vice -principal  of  each  school. 

Figure  7  shows  that  in  four  of  the  seven  schools  reporting 
public  relations  activities,  these  activities  were  largely  performed 
by  the  principals.  In  two  schools  duties  were  evenly  split  between  the 
principal  and  the  vice -principal .  In  only  one  school  did  the  vice- 
principal  report  a  major  portion  of  the  public  relations  activities 
carried  out  in  that  school. 


VII.  MISCELL  ALTEOUS  DUTIES 


A  number  of  tacks,  some  clearly  related  to  school  operation  and 
some  bordering  on  community  work,  could  not  be  grouped  under  the  previous 
headings  and  are  summarized  and  analyzed  in  this  section.  Only  duties 
related  to  school  operation  whose  completion  would  not  have  been 
accomplished,  or  would  have  been  seriously  delayed  had  they  not  been 
done  by  the  principal  or  vice -principal,  have  been  included  in  this 
section.  These  duties  are  referred  to  as  miscellaneous  duties. 

Miscellaneous  duties  performed  by  principals  and  vice -principals 
are  presented  in  Table  XIX.  The  duties  are  listed  in  order  of  arith¬ 
metic  mean  times  for  the  school  totals  for  each  duty.  Table  XIX  also 
gives  the  number  of  principals  and  vice -principals  reporting  the  duty 
and  the  range  of  reported  times  in  minutes  per  day. 
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All  principals  reported.,  as  a  major  duty,  the  getting  of  supplies 
from  the  divisional  office.  This  worked  out  to  an  average  time  of  over 
eight  minutes  per  day  per  principal.  The  only  other  duty  common  to  at 
least  one-half  of  the  principals  was  the  repair  of  various  machines  and 
equipment  in  the  school.  Two  principals  reported  time  spent  in  substi¬ 
tute  teaching,  one  reporting  an  average  dally  time  of  over  seven 

7 

minutes  per  day. ‘  As  shown  in  Table  XIX,  vice-principals  reported  the 
two  most  common  duties  as  being  the  repairing  of  equipment  and  the 
supervision  for  absent  teachers.  Two  individuals,  one  principal  and 
one  vice -principal ,  reported  a  very  high  total  time  working  on  the 
school  rink.  Eoth  reported  that  had  they  not  done  this  work  the  rink 
would  not  have  operated.  Other  duties  reported  by  principals  and  vice- 
principals  were:  supervising  rehearsals  for  the  local  Christmas  concert, 
showing  films  for  teachers,  and  cleaning  up  of  rooms  and  cupboards.  Time 
devoted  to  miscellaneous  duties  as  reported  by  principals  ranged  from  a 
low  of  7-99  minutes  to  a  high  of  79*10  minutes  per  day.  Vice-principals 
were  not  as  involved  as  principals  in  doi  miscellaneous  duties. 

Their  reported  total  times  devoted  to  this  duty  area  varied  from  a  low 
of  zero  to  a  high  of  57*95  minutes  per  day. 

Table  XX  gives  the  total  time  devoted  to  miscellaneous  duties  by 
the  administrative  staff  of  each  school  in  the  survey.  The  ten  most 
important  duties,  from  a  standpoint  of  time,  are  given  and  the  percentage 

^This  was  due  to  the  untimely  death  of  a  member  of  the  high  school 
staff.  The  principal  was  the  only  person  qualified  to  substitute  until  a 
replacement  could  be  found. 
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oi  the  total  time  devoted  to  each  of  these  individual  duties  is  shown. 

fable  XX  shows  that  the  administrative  staff  of  school  CIJ 
averaged  nearly  fifty  minutes  per  day  working  on  the  school  rink  and 
nearly  eighteen  minutes  per  day  on  supervision  of  the  rehearsals  for 
the  local  Christmas  concert.  The  administrative  staffs  of  four  schools 
reported  supervision  for  absent  teachers.  The  administrative  staffs  of 
six  schools  reported  making  repairs  to  equipment.  The  administrative 
staff  of  one  school  reported  an  average  of  three  and  one-half  minutes 
per  day  showing  films  for  teachers. 

Figure  8  presents  a  further  breakdown  of  miscellaneous  duties 
performed  by  showing  the  distribution  of  these  duties  between  the 
principal  and  vice -principal  of  each  school  in  the  survey. 

Figure  8  indicates  that  with  only  one  exception,"  principals 
bore  the  brunt  of  miscellaneous  duties. 

SUMMARY 


Duties  Reported  by  Principals  and  Vice -principals 

Over  the  three  month  period  a  great  number  of  different  duties 
were  reported  by  principals  and  vice-principals.  These  duties  are 
summarized  in  the  three  following  general  areas  as  reported  by  princi¬ 
pals  and  vice -principals :  duties  reported  by  all  principals  and  vice¬ 
principals;  duties  reported  by  over  seventy-five  per  cent  but  less 


^School  Cl 5?  where  the  vice -principal  spent  a  great  deal  of  time 
working  on  the  school  rink. 
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than  one  hundred  per  cent;  duties  reported  by  over  fifty  per  cent  but 
less  than  seventy-five  per  cent. 

Reported  by  all .  Only  four  duties  were  reported  by  all  principals 
These  duties  were:  attending  staff  meetings,  attending  meetings  of 
Principals’  Association,  filling  in  forms,  and  getting  supplies  from 
the  divisional  office. 

All  vice -principals  reported  attending  staff  meetings  and 
Principals'  Association  meetings. 

Reported  by  at  least  seventy-five  per  cent .  Management  duties 
reported  by  principals  were:  arranging  parent -teacher  interviews,  inter¬ 
views  v/ith  parents,  and  discussions  with  the  superintendent.  Clerical 
duties  listed  were:  office  routine,  checking  and  distributing  supplies, 
phone,  correspondence ,  and  duplicating  and  printing.  The  only  staff 
personnel  duty  recorded  was  discussions  with  the  janitor  and  repairmen. 
Supervising  students  at  noon  and  recess,  maintaining  discipline,  and 
working  with  the  Students'  Union  were  reported  as  pupil  personnel  duties. 
Supervising  school  athletics  and  Students'  Union  activities  were  listed 
as  extra-curricular  duties,  and  work  with  the  Home  and  School  a„s  a. 
public  relations  duty. 

Only  six  duties  were  reported  by  at  least  seventy-five  per  cent 
of  the  vice -principals.  These  duties  were  discussions  betv/een  the 
principal  and  vice -principal ,  checking  and  distributing  supplies,  super¬ 
vision  of  students  at  noon  and  recess,  discipline,  student  athletics,  and 
Home  and  School  activities. 


.  . 
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ueported  by  at  least  fifty  per  cent .  Management  duties  reported 
by  principals  were:  discussions  between  the  principal,  and  the  vice- 
principal,  making  arrangements  for  classes  and  rooms,  arranging  for 
substitute  teachers,  and  discussions  with  the  local  school  trustee. 
Student  report  cards,  mail,  and  typing  were  listed  as  clerical  duties. 
Only  three  other  duties  fell  into  this  category.  These  we  re:  teacher 
requests  and  interviews  as  a  staff  personnel  duty;  student  guidance 
as  a  pupil  personnel  duty;  and  the  miscellaneous  duty  of  repairs. 

Vice -principals  reported  arranging  parent -teacher  interviews, 
and  arranging  for  substitute  teachers  as  a  management  duty.  Office 
routine,  phone,  checking  registers,  correspondence,  duplicating  end 
printing,  and  typing  were  clerical  duties  in  this  category.  Only 
Students'  Union  activities  as  a  pupil  personnel  duty  and  repairs  as 
a  miscellaneous  duty  were  additions  in  this  category. 

Time  Devo  ted  to  Duties  by  Principals  and  Vic  e  -  or  inc  i?  al  s 

Two  general  statements  can  be  made  regarding  the  time  devoted 
to  various  duties  by  principals  and  vice -principals .  For  every  duty 
reported  by  a  number  of  individuals,  the  range  of  time,  in  minutes  per 
day,  between  the  lowest  and  highest  individual  was  always  great. 
Secondly,  for  every  duty  reported  by  a  number  of  individuals  the  time 
spent  by  principals  was  greater  than  the  time  spent  by  vice -principals. 

Inter-school  Comparisons  of  Duties  Performs 


Comparison  of  duties  performed  in  different  schools  has  been 
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done  in  two  ways,  dchool  totals  have  been  compared  to  determine  if 
any  pattern  exists  among  the  schools.  Secondly  the  percentage  of  total 
time  devoted  to  each  duty  was  also  examined. 

Comparison  of  school  totals .  A  pattern  of  total  time  devoted  to 
various  duty  areas  emerged  for  only  three  of  the  seven  duty  areas 
investigated  in  this  chapter.  Management  duties  appeared  to  increase 
with  an  increase  in  school  size,  but  either  School  1)14  was  high,  or 
Schools  E19  and  F19  were  low  in  total  time  devoted  to  management  duties. 
Pupil  personnel  duties  increased  with  an  increase  in  school  size,  but 
School  B9  was  high  and  School  E19  was  low  compared  to  the  time  devoted 
to  this  duty  by  other  schools.  Public  relations  duties  increased  with 
an  increase  in  school  size,  but  School  F19  was  lo w  compared  to  the  time 
devoted  to  public  relations  duties  by  the  other  schools. 

Percentage  of  time  devoted  to  particular  duties.  An  examination 
of  the  percentage  of  each  school’s  total  time  devoted  to  a  particular 
duty  revealed  that  only  three  duties  formed  an  evident  pattern.  The 
percentage  of  management  time  devoted  to  staff  meetings  decreased  v/ith 
an  increase  in  school  size  until  the  school  has  more  than  one  vice- 
principal :  the  percentage  then  increased.  The  percentage  of  staff 
personnel  time  devoted  to  discussions  with  janitors  and  repairmen 
decreased  with  an  increase  in  school  size.  Percentage  of  total  time 
devoted  to  student  guidance,  under  pupil  personnel  duties,  increased 


v/ith  an  increase  in  school  size. 
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General .  Secretaries  did  not  reduce  the  percentage  of  total 
administrative  time  principals  and  vice -principals  devoted  to  clerical 
duties.  Two  of  the  four  secretaries  devoted  over  sixty  per  cent  of 
their  time  to  typing  and  duplicating  materials  for  teaching  staff 
other  than  the  principal  or  vice -principal. 

Division  of  Duties  Be  tween  Principals  and  Vice -principals 

Two  basic  considerations  were  made  in  summarizing  the  division 
of  duties  between  principals  and  vice -principals.  Since  School  A7  had 
no  vice -principal  it  was  excluded.  If  the  principal  of  a  school  per¬ 
formed  seventy-five  per  cent  or  more  of  the  duties  in  a  particular 
area  this  was  described  as  being  predominantly  the  principal's  area. 

The  same  procedure  was  followed  for  vice -principals.  If  the  ratio  of 
distribution  of  duties  was  less  than  three  to  one  the  duty  area  was 
described  as  being  a  shared  area. 

Principals 1  areas.  Duty  areas  which  were  the  major  responsi¬ 
bility  of  the  principals  were  as  follows:  clerical  duties,  School  C13; 
staff  personnel  duties,  Schools  C13,  E19,  F19 ,  and  G2};  pupil  personnel 
duties,  School  219;  public  relations  duties,  Schools  B9 ,  F19,  and  G25; 
miscellaneous  duties,  Schools  39,  219,  and  G25. 

Shared  duties.  Duty  areas  shared  between  the  principal  and 
vice —principal  were  an  follows;  management  duties,  all  schools; 
clerical  duties,  all  schools  except  School  C13;  staff  personnel  duties, 
Schools  D14,  and  K}6;  pupil  personnel  duties,  all  schools  except 
Schools  219  and  Cl};  extra-curricular  duties,  all  schools  except 
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Schools  C13  and  D14;  public  relations  duties,  Schools  1)14,  E19,  end 
H56;  miscellaneous  duties,  Schools  D14,  E19 ,  and  H56. 

Vice -principals  area.  Duty  areas  which  were  the  major  respon¬ 
sibility  of  the  vice -principal  were  as  follows:  staff  personnel  duties, 
School  B9;  pupil  personnel  duties,  School  Cl 3 ;  extra-curricular1  duties, 
Schools  C13  and  D14;  public  relations,  School  C13 ;  miscellaneous  duties, 
School  Cl 3. 

General .  Of  the  seven  duty  areas  for  the  seven  schools  having 
vice -principals,  thirty-one  were  shared,  twelve  were  predominantly  the 
responsibility  of  the  principal,  and  six  were  predominantly  the  respon¬ 
sibility  of  the  vice  -principal .  School  C13  seemed  to  be  the  ma,jor 
exception  to  the  sharing  of  duties  with  only  one  duty  area,  shared 
between  the  principal  and  vice -principal . 


. 


CHAPTER  VI 


THE  ADEQUACY  ADD  USE  CP  ADMINISTRATIVE  TIME 

This  chapter  utilizes  findings  end  data  from  Chapters  III,  IV, 
and  V  to  assess  the  adequacy  of  administrative  time  and  the  overall  use 
made  of  such  time  in  the  performance  of  administrative  tasks.  To 
accomplish  this  the  material  is  presented  in  four  sections. 

1.  A  review  of  the  allocation,  in  each  school  of  the 
principal’s  and  vice -principal ’ s  total  administrative 
time  to  various  areas  of  administrative  duties. 

2.  A  comparison  between  the  total  time  spent  in  each 
school  on  administrative  duties  and  the  total  adminis¬ 
trative  time  available. 

3.  An  investigation  to  determine  if  a  relationship 
exists  among  school  size,  administrative  time 
available,  and  time  devoted  to  administrative  duties. 

4.  A  comparison  between  the  percentage  of  total  adminis¬ 
trative  time  principals  and  vice -principals  would  have 
liked  to  spend,  and  the  percentage  of  total  adminis¬ 
trative  time  they  actually  were  able  to  spend,  on 


different  duty  areas. 
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I.  PERCENTAGE  OP  AK;T  ISTRATIVE  TIME  ALLOCATED 

TO  EACH  DUTY  AREA 


The  schools  of  the  selected  division  presented  a  variation  of 
school  sizes  and  organizations.  Consequently  variations  both  in  the 
nature  of  duties,  and  percentages  of  the  total  time  devoted  to  these 
duties  might  be  expected.  This  section  attempts  to  determine  whether 
there  is  any  pattern  among  the  administrative  staffs  of  the  schools  in 
their  use  of  administrative  time. 

Table  XXI  lists  all  schools  in  the  survey  in  order  of  increasing 
size.  Below  each  school  appears  the  total  time  devoted  by  the  adminis¬ 
trative  staff  of  that  school  to  all  administrative  duties.  These 
administrative  totals  are  then  broken  down  into  percentages  of  total 
time  devoted,  to  each  of  the  eight  administrative  duty  areas. 

Table  XXI  indicates  an  increase  in  total  time  devoted  to 
administrative  duties  with  an  increase  in  school  size.  The  time 
devoted  to  administrative  duties  by  the  administrative  staffs  of 
schools  C13,  E19  and  P19  appeared  to  be  below  the  total  time  expected 
for  schools  of  their  sizes.  Staff  personnel  duties  and  public 
relations  duties  accounted  for  only  a.  minor  portion  of  the  total 
administrative  tasks  of  the  administrators  of  the  schools.  There 
appeared  to  be  no  consistent  pattern  for  all  of  the  schools.  If, 
however,  we  consider  schools  A7  end  .39  as  one  group,  since  the 
administrative  staff  of  each  school  had  limited  administrative  time, 
and  then  group  the  other  schools  as  a  second  group  we  can  make  the 
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following  observations.  The  only  similarity  of  work  done  by  the 
administrative  staffs  of  these  two  schools  was  that  staff  personnel 
duties  and  public  relations  duties  were  very  limited.  Supervision  was 
also  limited,  but  not  to  the  extent  of  the  other  Wo  duty  areas.  Other 
duty  areas  showed  no  consistent  relationship  between  the  Wo  schools. 

The  pattern  established  by  the  administrative  staffs  of  schools 
C 1 3  to  H56  revealed  a  fairly  consistent  pattern  of  percentage  of  total 
time  devoted  to  management  duties,  ranging  from  about  thirteen  to 
twenty  per  cent  of  total  administrative  time.  The  time  devoted  by  the 
administrative  staffs  of  schools  013  and  Ely  to  supervisory  duties 
appeared  to  be  low.  The  administrative  staff  of  school  Ely  had  a  con¬ 
siderably  higher  percentage  of  total  time  devoted  to  clerical  duties 
than  did  the  administrative  staffs  of  any  other  schools.  No  discernible 
pattern  for  other  duty  areas  emerged  from  the  data. 


II.  ADEQUACY  OF  ADMINISTRATIVE  TIME  FOR  THE 
PERFORMANCE  OF  ADMINISTRATIVE  TASKS 


The  administrative  tasks  performed  by  principals  and  vice¬ 
principals  must  be  considered  as  either  mandatory  or  necessary • 
tasks  may  be  performed  either  in  administr*  :ive  periods,  during  regular 
school  hours,  or  they  may  be  done  outside  of  school  hours. 

This  section  will  estimate  how  adequate  the  total  adminis- 
trative  time  granted  a  school  would  na.ve  been  for  the  performance  of 
all  administrative  duties  recorded  by  the  administrative  staff  ol  the 


school . 


. 

. 

83 


Table  XXII  investigates  the  adequacy  of  administrative  time  by 
comparing  the  minutes  of  administrative  time  available  per  week  in  each 
school  to  the  time  devoted  to  administrative  work,  in  minutes  per  week, 
by  ea.cn  school  in  the  .  rvey.  This  ratio  will  be  expressed  as  a  per- 
jntage.  If  for  example  a  school 1  •  linistrative  time  is  cribed  as 
fifty  per  cent  adequate  this  would  indicate  that  only  one-half  of  the 
administrative  tasks  could  be  performed  during  administrative  periods. 
The  other  one-half  would  have  to  be  completed  outside  oi  regular  school 


hours . 


Table  XXII  reveals  that  the  schools  fell  into  three  distinct 


groups .  Schools  AY  and  B9  form  one  group  with  administrative  time 
being  sufficient  for  the  performance  of  only  about  one-fifth  of  all 
tasks  actually  done.  This  meant,  of  course,  that  four-fifths  oi  the 
administrative  work  must  have  been  done  outside  of  regular  school  hours 
A  second  group  is  formed  by  schools  013,  D14  ond  G£ y, 
tive  staffs  of  these  schools  could  have  performed  approximately  two- 
thirds  of  their  administrative  work  during  regularly  scheduled 
administrative  time  and  only  one-third  would  have  to  be  done  af  ter 
regular  school  hours.  The  third  grou  as  composed  of  schools  E19, 

F19  and  II56.  This  group  could  have  done  more  than  nine-tenths  01  all 
administrative  '  allotted  administrative  time.  In  the  case 

of  the  administrative  staff  of  school  F19  the  administrative  time  was 
adequate  for  the  performance  of  all  administrative  duties. 
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From  the  data  shown  in  Table  XXII  it  would  appear  that  the 
administrative  time  ted  the  administrative  staffs  of  schools  A'] 

■  -  inadequate.  The  administrative  staffs  of  schools  013,  Did 
end  G2  5,  while  having  reasonable  administrative  time,  could  have  an 
incr<  3.  The  administrative  staff  of  schools  E19>  F19  and 
appear  to  have  entirely  adequate  allow-  of  administrative  time. 


III.  RELATIONSHIP  OF  SCHOOL  SIZE  MD  ADMINISTRATIVE 
TIL  TO  Til  IE  DEVOTED  TO  ADMINISTRATIVE  DUTIES 


To  invest!  •- i.te  this  factor,  two  ba  sic  assumptions  were  made: 
first,  that  as  the  size  of  the  teaching  staff  increases  the  adminis¬ 
trative  load  also  increases:  secondly,  that  as  more  time  becomes 
available  the  total  time  spent  on  administrative  tasks  will  increase. 
Hence  the  writer  attempted  to  relate  the  factors  of  size  and  available 
administrative  time  to  performance  of  administrative  tasks. 

Various  combinations  of  school  size  and  administrative  time, 
expressed  in  ocriods  per  week ,  were  then  compared  with  total  adminis¬ 
trative  time  and  also  with  the  total  time  devoted  to  management, 
clerical,  supervisory,  and  pupil  nel  duties.  In  all  coi  >arisons 

a  general  linear  graph  resulted.  The  best  fitti  ;  jrsph  was  produced 


when  administrative  time,  in  minutes  per  day ,  was  plotted  against  i 
factor  consisting  of  the  sum  of  tne  number  of  teachers  on  staff  and 
the  total  number  of  administra  tive  periods  per  week. 

This  information  is  presented  in  Figure  9* 


MINUTES 
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FIGURE  9 

ADMINISTRATIVE  WORK  TOTALS  IN  MINUTES  PER  DAY  AS  COMPARED 
TO  SUM  OF  NUMBER  OF  TEACHERS  IN  SCHOOL  AND 
TOTAL  NUMBER  OF  ADMINISTRATIVE  PERIODS 


total  administrative  time. 

sum  of  supervisory,  management,  clerical, 
and  pupil  personnel  duties. 


I 
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On  the  basis  of  Figure  9>  we  may  note  that  for  each  graph  only 
one  of  the  eight  schools  differed  markedly  from  the  others.  School  G25 
rated  high  in  total  time,  probably  because  of  the  great  amount  of  time 
devoted  to  extra-curricular  activities.  School  C13  rated  low  on  every 
c  omp  ar i s  on  made . 

For  the  schools  of  the  selected  division  it  appears  that  the 
total  time  spent  on  supervisory,  management,  clerical,  and  pupil 
personnel  duties  in  minutes  per  day  was  approximately  equal  to  five 
times  the  sum  of  the  number  of  teachers  on  staff  and  the  total  number 
of  administrative  periods  per  week,  plus  a  constant  factor  of  twenty. 

The  total  administrative  time,  in  minute.-  >er  day,  was  approximately 
equal  to  six  and  two -fifths  times  the  sum  of  the  number  of  teachers  on- 
staff  and  the  number  of  administrative  periods  per  week,  plus  a  constant 
factor  of  fifty. 

If  the  graph  for  Figure  9  is  accepted  as  valid,  and  should  any 
policy  emerge  for  the  selected  division  regarding  administrative  time, 
then  the  following  observations  should  be  considered  in  the  development 
of  such  policy. 

1.  It  would  appear  that  every  school,  regardless  of  size, 
will  have  at  least  fifty  minutes  per  day  of  administrative 
duties. 

2.  The  addition  of  each  teacher  to  the  staff  of  a  school 
tends  to  result  in  about  thirty  minutes  more  administrative 
work  per  week. 


*  *» 
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3.  Principals  and  vice-principals  tend  to  utilize  over 
three-quarters  of  each  administrative  period  for  the 
performance  of  actual  administrative  duties. 

The  amount  of  time  spent  on  staff  personnel,  extra-curricular, 
public  relations,  and  miscellaneous  duties  increased  at  a  faster  rate 
than  did  supervisory,  management,  clerical  and  pupil  personnel  duties. 


IV.  A  COMPARISON  BETWEEN  ACTUAL  AND  DESIRED  TIME  TO 
BE  SPENT  OH  ADMINISTRATIVE  DUTIES 


The  distribution  of  administrative  time  devoted  to  each  area  of 
the  total  administrative  task  showed  a  variation  among  the  schools  in 
the  survey.  In  order  to  prepare  Table  XXIII  the  percentage  of  the  total 
a dminis tractive  time  devoted  to  each  duty  area,  by  the  administrative 
staff  of  each  school  in  the  survey  was  calculated.  The  percentages  on 
each  duty  area  by  all  the  schools  was  then  averaged  and  reported  to  the 
; • rest  per  cent.  These  figures  were  then  described  as  percentage  of 
total  administrative  time  actually  spent  on  each  duty  area.  Each 
principal  and  vice -principal  was  sent  a,  summary  ol  the  duties  he  had 
reported  on  his  diary  return,  mach  was  asked  ^o  es  bimate  how  much 
time  he  would  have  liked  to  spend  on  each  duty  listed.  The  same  pro¬ 
cedure  as  above  was  then  followed  ior  tie termming  the  percentage  of 
total  administrative  time  preferred  for  each  duty  area. 

Table  XXIII  reveals  that  principals  and  vice -principals 
expressed  major  dissatisfaction  with  percentage  of  total  time  devoted 


• 
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• 
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to  supervisory,  to  extra-curricular ,  stair  personnel,  and  miscellaneous 
duties.  Principals  and  vice -principals  would  have  liked  more  than 
triple  the  time  spent  on  supervision  and  double  the  time  devoted  to 
staff  personnel  duties.  They  would  have  liked  to  spend  only  one  quarter 
the  time  devoted  to  miscellaneous  duties,  and  about  one  half  the  time 
devoted  to  extra-curricular  duties. 

TABLE  XXIII 

PERCENTAGE  OP  TOTAL  ADMINISTRATIVE  TIME  DEVOTED  TO  DIFFERENT 
SCHOOL  DUTIES  AS  COMPARED  WITH  AN  ESTIMATE  OF  PERCENTAGE 
OF  TOTAL  THAT  SHOULD  BE  SPENT  ON  EACH  DUTY 


Duty  Area 

Per  Cent  of  Total 
Administrative  Time 

Actual  Preferred 

Supervision 

10 

52 

Management 

14 

14 

Clerical 

18 

15 

Staff  Personnel 

2 

4 

Pupil  Personnel 

20 

17 

Ex  tr  a-curr icul ar 

17 

10 

Public  Relations 

4 

4 

Miscellaneous 

15 

4 

Slight  dissatisfaction  was  expressed  with  clerical  and  pupil 
personnel  duties,  with  slight  reductions  recommended  for  both  these 
duty  are  an. 

Satisfaction  was  expressed  with  the  percentage  of  total  time 
devoted  to  management  and  public  relations  duties. 


. 


CHAPTER  VII 


SUMMARY,  CONCLUSIONS  ML  RECOMMENDATIONS 


The  purpose  of  this  study  was  to  examine  the  nature 


ox 


administrative  practice  within  schools  of  a  selected  school  division 
in  Alberta.  More  particularly  it  was  to  examine  the  practice  of 
administrative  personnel  with  regard  to:  a)  the  nature  of  duties 
performed;  b)  the  time  devoted  to  administrative  duties;  c)  inter¬ 
school  comparisons  of  duties  performed;  and  d)  the  division  of  duties 
between  the  principal  and  vice -principal  of  each  school. 

The  material  in  this  chapter  will  be  presented  in  four  main 


sections. 


1.  A  review  of  the  pertinent  findings  from  the  data. 

2.  A  list  of  conclusions  drawn  from  the  data. 

3.  A  list  of  recommendations  resulting  from  the  study. 

4.  Suggested  problems  requiring  further  study. 


I.  : . 

This  review  is  based  upon  an  examination  of  the  data  obtained 
on  duties  of  school  administrative  personnel  and  is  presented  in  five 
sections.  To  the  four  areas  outlined  in  the  opening  paragraph  of  thi 
chapter  was  added  a  general  section  on  other  findings. 
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Nature  of  Duties 

1.  The  schools  in  the  selected  school  division  revealed  many 
variations  in  the  nature  of  administrative  duties  performed.  Only  five 
duties  were  reported  by  oil  principals,  while  two  duties  we re  reported 
by  all  vice -principals .  Seventy-five  per  cent  or  more  of  the  principals 


reported  seventeen  other  duties  while  only  six  other  duties  were  re¬ 
ported  by  seventy-five  per  cent  or  more  of  the  vice -principals. 

2.  Principals  and  vice -principals  performed  a  number  of  duties 
which  could  have  been  performed  by  other  individuals,  or  which  should 
not  have  been  considered  as  part  of  the  principal’s  or  vice -principal’s 
administrative  task.  Duties  such  as  filling  in  forms,  checking  and 
distributing  supplies,  typing  and  duplicating,  ringing  period  bells, 
and  other  similar  duties  could  be  performed  by  clerical  help  within 
the  schools.  Questionable  duties  reported  by  principals  and  vice¬ 
principals  were :  getting  supplies  from  the  divisional  office,  making  a 
school  skating  rink,  conducting  practices  for  a  Christmas  concert, 
showing  films  for  teachers,  and  repairing  machinery  and  equipment. 


rn 


ime  Devoted  to  Duties 


1.  Principals  generally  devoted  more  time  to  administrative 
duties  than  did  vice -principals.  Within  each  group,  however,  there 
was  a  considerable  variation  of  reported  tines  devoted  to  adminis¬ 
trative  duties. 

Principals  and  vice -principals  in  actual  practice  did  not 
spend  the  same  proportion  of  total  administrative  time  on  various 


. 
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duty  areas  as  a.ppeared  in  their  recommendations.  In  only  management 
and  public  relations  duties  did  practice  coincide  with  desired  use  of 
time,  -ore  time  was  devoted  to  clerical,  pupil  personnel,  extra¬ 
curricular,  and  miscellaneous  duties  and  less  time  to  staff  personnel 
and  supervisory  duties  than  was  desired. 

3.  There  appeared  to  be  a  linear  relationship  between  adminis¬ 
trative  work  totals,  in  minutes  per  day,  and  a  factor  composed  of  the 
sum  of  the  number  of  teachers  employed  in  the  school  and  the  total 
number  of  adminis tractive  periods  per  week  available  to  the  principal 
and  vice -principal  of  the  school. 

In ter -school  Comparisons 

1.  In  comparison  to  other  schools,  the  administrative  staffs 
of  school  A7  and  school  B9  were  not  granted  sufficient  administrative 
time.  Both  of  these  schools  were  granted  only  slightly  over  one  per  cent 
of  possible  teaching  periods  in  the  school  for  the  performance  of  adminis¬ 
trative  duties.  This  was  sufficient  for  the  completion  of  approximately 
twenty  per  cent  of  all  administrative  duties.  The  administrative 

staffs  of  all  other  schools  were  granted  from  over  three,  to  over  five 
per  cent  of  possible  teaching*  periods  for  the  performance  of  adminis¬ 
trative  duties.  This  enabled  the  administrative  staffs  of  other 
schools  to  complete  from  over  sixty-four  to  one  hundred  per  cent  of 
administrative  tasks  during  allotted  administrative  time. 

2.  In  comparison  to  other  schools  the  administrative  staffs  of 
schools  Clp,  E19  and  FI 9  frequently  recorded  lower  totals  of  time 


• 

* 

* 

* 

• 
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devoted  to  administrative  duties  than  we  might  have  expected  from 
schools  of  their  size. 


-oine  principals,  and  the  majority  of  the  vice -principals  had 
heavy  teaching  loads.  The  classroom  instructional  load  of  two  princi¬ 
pals  and  five  vice -principals  exceeded  the  median  teaching  load  of 
Central  Alberta  high  school  teachers.  The  teaching  load  of  three 
principals  and  six  vice -principals  exceeded  the  teaching  load  of  high 
school  teachers  in  the  Calgary  system. 


There  were  very  few  sii  ilarities  among  schools  either  with 
regard  to  patterns  of  total  time  devoted  to  duty  az*ea.s,  or  percentage 
of  total  time  lor  each  duty  area,  devoted  to  a  particular  task  under 
that  duty  area.  A  pattern  of  time  devoted  to  various  duty  areas 
emerged  for  only  three  of  the  eight  areas  investigated  and  in  each 
case  there  wa.s  at  least  one  exception  to  the  pattern.  Patterns  were 


established  for  management,  pupil  personnel,  and  public  relations 
duties.  Only  three  individual  duties  of  all  those  listed  provided  a 


pattern. 


5.  Tile  provision  of  secretarial  help  did  not  reduce  the  per¬ 
centage  of  the  principal’s  and  vice  principal’s  total  time  devoted  to 
clerical  duties. 


Division  of  Du tie  Between  Principals  and  Vice -principals 

1.  Basically  principals  and  vice -principals  shared  administrative 
duties  of  a  school,  and  there  were  no  definite  areas  of  responsibility 
for  the  vice -principal.  Of  the  eight  duty  areas  for  the  seven  schools 
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having  vice -principals,  thirty-four  were  shared,  sixteen  were  pre¬ 
dominantly  the  responsibility  of  the  principal,  and  six  were 
predominantly  the  responsibility  of  the  vice -principal.  The 
administrative  staff  of  school  C13  was  the  main  exception  to  the 
sharing  of  duties  with  only  one  area  shared  between  the  principal 
and  the  vice -principal . 

2.  Two  of  the  vice -principals  in  the  largest  school  performed 
many  of  the  duties  of  a  principal.  These  were  the  only  vice -principals 
who  took  a  fairly  active  role  in  supervisory  activities.. 


C-ener  al 

1.  The  selected  school  division  lacked  written  policy  relating 
to  several  phases  of  its  operation.  The  division  had  no  policy  re¬ 
garding  the  time  that  principals  and  vice -principals  should  have  free 


from  regular  teaching  duties  for  the  performance  of  administrative 
tasks.  The  only  written  policy  regarding  supervision  was  that  princi 
should  visit  classrooms  for  supervisory  purposes.  There  was  no  written 
board  policy  regarding  the  hiring  of  school  secretaries,  or  duties 
exoected  of  secretaries. 


II. 


CONCLUSIONS 


1.  When  a  number  of  units  all  performing  the  same  type  of 
function,  operate  as  parts  of  a  larger  organization,  it  would  be  reason¬ 
able  to  expect  similar  patterns  of  operation  among  the  units. 


I 


. 
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Variations  in  the  size  of  the  individual  units  may  result  in  a.  gradual 
change  to  the  pattern,  but  patterns  should  emerge.  No  consistent 
patterns  of  operation  emerged  for  the  eight  schools  of  the  selected 
school  division. 

2.  This  study  revealed  a  lack  of  leadership  at  the  divisional 
level.  The  board  of  the  selected  school  division  had  not  assumed  its 
leadership  role  in  the  operation  of  divisional  schools,  there  being 
an  almost  complete  lack  of  written  policy  relating  to  the  operation  of 
schools.  The  Principals’  Association,  which  included  the  superintends 
as  well  as  all  principals  and  vice -principals  as  the  practicing  adminis¬ 
trators  of  the  division,  could  have  developed  policy  for  the  operation 
of  schools.  As  a  result  of  both  the  writer’s  knowledge,  due  to 
attendance  at  Principals'  Association  meetings,  and  the  evident  lack 
of  uniform  practice  throughout  the  division,  it  must  be  concluded  that 
the  Principals'  Association  did  not  assume  a  leadership  role  for  the 
division. 

5.  Since  no  divisional  policy  existed  regarding  the  organization 
or  operation  of  divisional  schools  the  principal  assumed  this  respon¬ 
sibility.  The  as  .ignment  of  teaching  loads,  administrative  periods, 
duties  of  the  principal  and  vice -principal ,  and  the  work  of  school 
secretaries  must  reflect  either  the  thinking  of  the  principal  and/or 
the  force  of  other  circumstances,  since  some  principals  handled  these 
tasks  well  it  would  have  to  be  concluded  that  when  this  was  not  v/ell 
handled  it  was  because  of  the  principa ] .  Schools  E19  and  F19  exhibited 
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a  large  number  of  supervised  student  study  classes,  2nd  school  secre¬ 
taries  doing  a.  majority  of  work  not  related  to  relieving  the  principal 
and  vice -principal  of  routine  duties. 

4.  The  study  failed  to  reveal  the  emergence  of  the  princ ip al ship 
and  vice -principal ship  in  their  lead*  ’ship  role  in  education.  T1 
duties  performed  by  principals  and  vice-principals  must  either  reflect 
their  concept  of  the  position  or  be  an  indication  of  the  tasks  which 
must  be  done.  Since  very  few  tasks  were  common  to  all  individuals  it 
must  be  as.  ’  that  principals  and  vice -principals  had  a  certain 
degree  of  choice  in  what  they  did,  their  choice  of  tasks  reflecti. 
their  concept  of  t  josition.  cases  the  individual's  role, 

as  revealed  in  the  duties  he  performed,  was  much  closer  to  the  tradi¬ 
tional  ra.ther  than  to  the  modern  concept  of  the  principalship.  This 
conclusion  was  substantiated  by:  the  low  percentage  of  total  time 
devoted  to  the  supervisory  aspect  of  the  principalship;  the  many 
clerical  duties  performed  by  principals  and  vice -principals  even  when 
clerical  as si  ■  •  available;  the  many  miscellaneous  t.  of  • 


questionable  nature  which  were  done  by  the  principal  and  vice -principal; 
and  the  relatively  minor  role  of  public  relations  in  the  administrative 
role  of  principals  and  vice -principals. 

5.  Principals  and  vice -principals  revealed  an  inconsistency 
between  the  tasks  they  actually  performed  and  those  tasks  that  they 
claimed  they  would  have  liked  to  perform.  Presumably  this  is  because 


of  lack  of  time  to  perform  the  desired  tasks  due  to  other  necessary 
duties.  A  close  examination  of  the  duties  performed  revealed  a  number 
of  non-professional  duties  that  could  have  been  done  by  other  individual 
or  that  could  have  been  handled  in  some  other  way.  The  reason  for  the 
failure  to  abandon  non-professional  duties  and  use  the  time  for  pro¬ 
fessional  work  is  more  likely  due  to  a  lack  of  concept  of  the  position, 
and  a  failure  to  make  long  range  plans,  than  it  is  due  to  a  lack  of  time 

6.  kith  the  exception  of  two  vice -principals  of  the  largest 
school  the  study  did  not  reveal  a  distinct  role  for  the  vice -principal. 
While ,  ideally,  duty  areas  should  be  shared  between  the  principal  and 
vice -principal  according  to  their  abilities  and  interests,  the  lack  of 
administra.tive  time  for  the  vice -principal  would  have  made  systematic 
allocation  of  duties  difficult  to  achieve. 

III.  RSC  Ollfll  i  DAT  ID. .IS 

1.  That  the  divisional  board  in  co-operation  with  the  superin¬ 
tendent  and  Principals’  Association  develop  policy  pertaining  to: 

a)  Hie  expected  role  of  the  principal  ship. 

b)  The  provision  of  administrative  time  for  principals 
and  vice -principals. 

c)  The  provision  of  clerical  help  in  the  schools  and 
the  duties  of  such  clerical  help. 

2.  That  the  largest  school  of  the  division  be  organized  to 
have  a  principal  in  charge  of  each  section  rather  than  to  have  a 
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principal  of  the  school  and  vice -principals  in  charge  of  two  of  the 
sections . 

3.  That  the  Is  and  vice-prii  •  Is  closely  examine: 

a)  The  administrative  organization  of  their  schools  in 
order  to  make  best  use  of  all  available  time  for 
admini s tr  ati ve  work . 

b)  The  duties  they  are  performing  to  determine  if  these 
exemplify  the  1  rn  concept  of  the  principal ship. 

c)  A  long  range  plan  designed  to  insure  advantageous 
use  of  administrative  time. 

4.  That  the  vice -principal ship  be  examined  in  an  effort  to 
develop  it  into  a  training  ground  for  future  principals. 

IV.  PROBLEMS  FOR  FURTHER  STUDY 

Certain  aspects  of  the  duties  of  principals  and  vice -principals 
are  worthy  of  future  study. 

1.  The  total  work  load  of  principals  and  vice -principals  mid 
be  investigated. 

2.  'die  inter-relationship  of  school  size,  administrative  tine 
and  administrative  duties  performed  should  be  studied. 

3.  The  effect  of  clerical-  assistance  upon  both  the  nature  ol , 
end  time  devoted  to,  clerical  duties  by  principals  and  vice -principals 
should  be  investigated. 
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APPENDIX  A. 


Regular  Duties 


Name :  School 

Position: 

Periods  in  school  week  _____ _ _ 

Minutes  in  each  period  __ _ _ _ 

Teaching  periods  ___ _ _____ _ 

Supervised  study  periods  _ 

Library  periods _ _ 


Other  regular  assigned  periods 
(Specify) 
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APPENDIX  B 


Dairy  Form 
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APPENDIX  C 

Instructions  For  Filling  Out  Diary  Form 

1.  Record  all  tasks  you  perform  ■  )art  of  /our  school  work  except 
classroom  teaching  and  other  regular  duties  of  which  I  already 
have  a  record. 

2.  For  each  task  recorded  give  sufficient  detail  to  make  clear  the 
nature  of  the  task.  e.g.  telephone  -  re  cubs  using  school 
Tuesday. 

3.  Record  estimated  time  spent  on  the  task. 

4.  Include  all  school  work  that  you  do  regardless  of  whether  it 
was  done  during  school  hours,  after  school  hours  or  on  weekends. 

5.  Send  in  diary  sheets  every  two  weeks  in  stamped,  addressed 
envelopes  provided. 

6.  Should  you.  have  any  questions  phone  me  collect  at  111  Alix. 

Sincerely, 

Mel  Fenske 


. 

. 

• 

. 

. 

. 
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APPENDIX  D 


3 AMPLE  COMPLETED  DIARY  FORK 


De.te : 


January  3 


i.  eme : 


Bill  Jones 


Activity 


Time  Spent 


1.  tegd  stered  new  student 


2.  Showed  student  -or.  and 

arranged  with  teacher  for  book 
rental . 

5.  Phone  call  re  cubs  using  school 

room  for  meeting  on  Thurs.  evening, 

4.  Observed  Miss  Jones  introduction 
of  new  enterprise. 

5.  Noon  supervision  of  lunch  room 
and  halls. 

6.  Disciplined  two  ctudoi.tr  for 
fighting  at  noon. 

7.  Supervised  bus  lo£  1 2 * 4 5 6 7 8 9 10 11 ig  after 
school. 

8.  Staff  mooting  to  disc: no 
problem  solving  in  arithmetic 

9.  Attended  Home  and  School 
executive  meeting  in  evening. 

10.  Lesson  preparation. 

11.  Correction  of  student 
assignments . 


10  min. 


5  min. 

3  min . 

20  min. 

40  min. 

10  min. 

15  min. 

in . 

1  hr. 
40  min. 

:  0  min. 


. 
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APPENDIX  E 


STUDIES  ON  THE  TIME  A  PRINCIPAL  SPENDS 
ON  DIFFERENT  PHASES  OF  HIS  JOB 


It  should  be  noted  that  the  term  "administration"  as  used 
in  the  following  studies  does  not  have  the  same  meaning  as  it  does 
in  this  thesis.  In  these  studies  the  term  "administration"  is  used 
to  refer  to  activities  of  organizing  and  coordinating  and  would 
compare  to  the  term  "management"  as  used  in  this  thesis.  In  this 
thesis  the  term  "administration"  will  be  used  as  defined. 

Administrative  duties  are  all  duties  required  of  a  principal  because 
of  his  position,  that  would  not  be  required  of  a  cla,ssroom  teacher. 

The  Elementary  Jchool  Principolship  -  A  research  otudy. ^ 

This  study  of  American  Administrators  reported  that  supervising 
principals  spent  thirty  per  cent  of  their  time  on  administration, 
fourteen  per  cent  on  clerical  work ,  three  per  cent  on  teaching,  thirty- 
five  per  cent  on  that  which  could  be  called  instructional  or  super¬ 
vision  of  instruction,  and  eighteen  per  cent  on  other  duties, 
of  these  phases  resulted  in  a  forty-seven  hour  week. 

The  same  study  reported  that  teaching  principals  spent 
eleven  per  cent  of  their  time  on  administration,  nine  per  cent  on 
clerical  work,  sixty  per  cent  on  classroom  teaching,  sixteen  per  cent 
on  that  which  could  be  called  instructional  or  supervision  of 
instruction,  and  twenty  per  cent  on  other  duties.  All  of  these  phases 


1The  National  Elementary  Principal,  The  Elementary  School 


Pr incisal ship  -  A 

i  . 


Principal,  1958) >  P»  98 • 


Research  study,  Volume  XXXVIII  (The  National  Element- 


f. 

. 

t 

• 

•  ♦  t 

■ 
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resulted  in  a  forty-seven  and  one-half  hour  week. 

This  same  study  reported  that  very  little  change  had  taken 
plane  in  time  devoted  to  major  functions  in  a  period  of  thirty  years. 
This  section  of  the  study  concerned  itself  only  with  supervising 
principals.  The  survey  years  were  1928,  1948,  and  1958.  The  per  cent 
of  time  spent  on  administration  was  thirty  per  cent,  twenty -nine  per 
cent  and  thirty  per  cent  respectively  in  each  of  the  above  years. 
Supervision  accounted  for  thirty -four  per  cent,  thirty -nine  per  cent, 
and  thirty -five  per  cent  respectively;  teaching  four  per  cent,  two  per 
cent  and  three  per  cent  respectively;  clerical  work  eighteen  per  cent, 
fifteen  per  cent  and  fourteen  per  cent  respectively;  other  duties 
accounted  for  fourteen  per  cent,  fifteen  per  cent,  and  eighteen  per 
cent  respectively. 

Study  by  Jacobson.  Jacobson  gives  the  following  figures  for 
time  spent  on  various  duties  by  supervising  principals:  administration 
twenty-nine  per  cent,  supervision  thirty -nine  per  cent,  clerical  work 
fifteen  per  cent,  teaching  two  per  cent,  and  other  duties  fourteen  per 
cent. 

Teaching  principals  spent  ten  per  cent  of  their  time  on 
administration,  twelve  per  cent  on  supervision,  eleven  per  cent  on 
clerical  work,  sixty  per  cent  on  teaching,  and  seven  per  cent  on 
other  duties. 


P.  B.  Jacobson,  ■/.  G.  Reavis,  and  J.  D.  Logsdon, 
Duties  of  School  Principals  (New  York:  Prentice -Hall,  Inc., 
1950),  p.  90. 


* 


. 
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Study  by  Kyte.  Kyte  claims  the  average  supervising  principal 
spends  thirty-two  per  cent  of  his  time  on  supervision,  forty-four  per 
cent  on  administration,  fifteen  per  cent  on  clerical  work ,  three  per 
cent  on  teaching  and  six  per  cent  on  other  duties. 

If  one  were  to  average  these  figures  it  would  appear  that  a 
supervising  principal  spends  thirty-four  per  cent  of  his  time  on 
administration,  thirty -five  per  cent  on  .-vision,  fifteen  per  cent 
on  clerical  work,  three  per  cent  on  teaching,  and  fifteen  per  cent  on 
other  duties.  Teaching  principals  would  spend  about  eleven  per  cent 
on  administration,  fourteen  per  cent  on  supervision,  ten  per  cent  on 
clerical  work ,  sixty  per  cent  on  cl-  ?oom  teaching,  and  five  per  cent 
on  other  duties. 


^George  G.  Kytc,  fhe  Principal  at  fork  (Boston: 
and  Company,  1  ‘  >  P*  A  * 


.  1  . 
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APPENDIX  F 

STUDIES  ON  HOW  MUCH  TIME  PRINCIPALS  WOULD 
LIKE  TO  SPEND  ON  DIFFERENT  PHASES  OF  THEIR 

JOB 

The  Elementary  School  Principal  -  A  Re search  Study* ^  The 
study  reported  that  supervising1  principals  would  like  to  spend 
twenty- five  per  cent  of  their  time  on  administration,  four  per  cent 
on  clerical  work,  two  per  cent  on  classroom  teaching,  forty-nine  per 
cent  on  work  which  could  be  classed  as  supervision,  and  twenty  per 
cent  on  other  duties. 

Teaching  principals  would  like  to  spend  nineteen  per  cent 
of  their  time  on  administration,  seven  per  cent  on  clerical  duties, 
thirty  per  cent  on  classroom  teaching,  twenty -eight  per  cent  on 
supervision,  and  sixteen  per  cent  on  other  work. 

Study  by  Jacobson.  This  study  reported  that  supervising- 
principals  would  like  to  spend  twenty -lour  per  cent  of  their  time  on 
admini s tr ation ,  fifty— five  per  cent  on  supervision,  three  and  one- 
half  per  cent  on  clerical,  two  and  one-half  per  cent  on  teaching, 

and  fifteen  per  cent  on  other  duties. 

Teaching  principals  would  like  to  spend  nineteen  per  cent  on 
administration,  thirty-nine  per  cent  on  supervision,  five  per  cent  on 


"'"The  National  Elementary  Princi  >al,  Loo .  cit . 
Jacobson,  loc .  cit . 
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clerical  work’  twenty-three  per  cent  on  teaching,  and  fourteen  per  cent 
on  other  duties. 

otudy  by  Kyte.  Kyte  says  that  supervising  principals  propose 
spending  lifty-one  per  cent  of  their  time  for  supervision,  twenty -five 
per  cent  for  administration,  six  per  cent  for  clerical  work,  six  per 
cent  for  teaching,  and  twelve  per  cent  for  other  duties. 

Cnee  ega.ii  ,  ii  these  recommendations  of  principals  are 
averaged,  we  find  that  supervising  principals  propose  spending  twenty- 
five  per  cent  of  their  time  on  administration,  fifty-two  per  cent  on 
supervision,  four  and  one-half  per  cent  on  clerical  work,  three  and 
01lG_  --•L  ?er  cent,  on  teaching,  and  fourteen  per  cent  on  other  duties. 

Teaching  principals  would  like  to  spend  nineteen  per  cent  of  their 
time  on  administration,  thirty- three  per  cent  on  supervision,  six 
per  cent  on  clerical  duties,  twenty-six  per  cent  on  teaching,  and 
sixteen  per  cent  on  other  duties. 


Kyte , 


loc.  cit. 
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APPENDIX  G 

SCHEDULE  OP  SUPERVISORY  ASSISTANCE  WITHIN  CALGARY  SCHOOLS 

Elementary:  (Approved  by  Resolution  of  the  Board,  June  13,  1957) 

Size  of  School  Amount  of  Relief  Teacher  Time  Available 

5-8  rooms  3  half  days  per  week 

9-12  rooms  5  half  days  per  week 

13-16  rooms  7  half  days  per  week 

Junior  High:  ( Approved  by  'Resolution  of  the  Board,  January  9,  1959) 

‘  The  number  of  teachers  assigned  to  schools  containing  junior 

for  the  following  allocation  of  time  in  addition  to  instruction  time: 

a)  To  supervision  and  administration  of  school:  2  periods  per  week 
per  teacher,  including  elementary  and  junior  high  school  teachers. 

b)  To  individual  counselling  and  guidance: 
junior  high  school  class. 

c)  To  library  administration  (if  the  school  has  a  library):  -J-  period 

oer  week  per  junior  high  school  class. 

d)  To  teacher  study  and  preparation  periods:  5  periods  per  week  per 

junior  high  teacher. 

Senior  High:  (Not  specifically  covered  by  Board  policy  resolution  except 

where  noted) 

a.)  To  administration  and  supervision:  full  time  to  principals  and 
assistant  principals. 

b)  To  counselling  and  guidance:  full  time  counsellor  per  500  students. 


Ill 


c)  xo  department  heads:  one  period  per  day,  there  being  one 
department  head  per  10  teachers.  (Approved  by  Resolution 
of  Board) . 

d)  To  teachers  of  English:  one  marking  period  per  day.  (Approved 
by  Resolution  of  Board. 

e)  To  athletics  coaches:  one  period  per  day  in  compensation  for 
excessive  coaching  duties. 

f)  To  teacher  study  and  preparation  periods:  5  periods  per  week 
per  senior  high  school  teacher. 


' 

. 

. 
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SCHEDULE  OF 


STENOGRAPHIC 


HELP  TO  SCHOOLS  WITHIN  CALGARY  SCHOOLS 


Elementary: 

In  1955  the  Board  implemented  a  policy  whereby  schools  of 
14  rooms  and  over  were  granted  one  day  per  week  stenographic  help. 

In  I960  schools  of  20  rooms  and  over  were  granted  stenographic  help 
of  ijr  days  per  week. 

Junior  High:  (Schedule  approved  January,  1959) 

a)  Class  D  Schools  (9-12  rooms) 

except  organized  junior  high  schools  -  2  half  days  each  week 

b)  Class  E  Schools  (15  -  16  rooms) 

except  organized  junior  high  schools  -  5  half  days  each  week 

c)  Class  E  Schools, 

if  organized  junior  high  schools  -  1  full  time  secretary 

d)  Class  F  Schools  and  above  -  At  least  1  full  time 

secretary 

e)  The  minimum  for  organized  junior  high 

schools  -  Same  as  for  Class  E 


Senior  High: 


Approximately  1  full  time  secretary  per  15  teachers. 


. 


APPENDIX  I 


113 


APPENDIX  I 

INDIVIDUAL  ANALYSIS  RETURNS 

I  would  like  to  take  this  opportunity  to  thank  you  for  your 
faithfulness  in  completing  and  returning  the  diary  information  necessary 
for  my  thesis.  It  was,  I  know,  an  extra  task  in  an  already  busy  day  and 
your  help  is  deeply  appreciated. 

In  the  hope  that  your  work  for  me  may  have  some  value  to  you, 
I  am  including  a  breakdown  of  your  diary  entries  and  one  final  task  - 
I  hope  -  for  you.  This  task  should  perhaps  take  15-30  minutes  but  I’m 

4 

sure  will  be  of  interest  to  you.  Instructions  will  appear  on  a  later 
Page. 

Sincerely, 

Mel  Fenske 

GENERAL  001 SIDERATIC.  S  UF  DIARY  ANALYSIS 

1.  This  represents  an  absolute  minimum  of  your  daily  load,  since  many 
tasks  either  forgotten  or  merely  taking  a  minute  or  two  may  not 
have  been  recorded,  and  I’m  sure  would  result  in  a  daily  load 
greater  than  this. 

2.  All  totals  were  reduced  to  minutes  per  day  on.  the  following  basis: 
a)  no  distinction  wan  made  as  to  when  the  task  was  performed  i.e. 

school  hours,  evenings,  or  week-ends. 

totals  reduced  on  the  basis  of  a  five  day  week,  therefore  if 
you  want  your  weekly  load  multiply  by  5* 
c)  certain  tasks  (ATA  work  and  adult  evening  classes)  were  not 


included. 


. 


» 


’  -  ? 


.  . 

. 
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Inclosures 

1.  Consideration  of*  diary  analysis 

T  .  Two  copies  of  your  "breakdown,  one  for  your  own  use,  and  one  to  be 
completed,  in  the  following  manner  and  returned: 

Instructions 

1.  In  the  column  "a"  next  to  your  daily  total  would  you  fill  in  how 
much  time  you  would  like  to  spend  on  the  task. 


example 

Task 

Time  Spent 

H.  w 

Time  You  Woulc 
Like  to  Spend 

Classroom  visits 

10.21 

Getting  supplies  from 

office 

12.61 

Student  discipline 

8.47 

1.00 

2.  For  some,  e  few  questions  to  clarify  some  point  on  your  diary 
returns. 

5.  Your  comments  are  appreciated. 

4.  In  case  the  summary  includes  a  duty  you  regularly  perform,  but 
have  not  recorded,  give  an  estimate  of  the  time  per  day  and 
indicate  by  circling  that  this  has  been  included. 


. 


. 
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DIARY  SUMMARY 

Ir: s  true  t iorial  Du  tie s 

1.  Classroom  teaching'. 

I&sk  Time  Spent 

1.  Actual  classroom  teaching;  _ 

2 .  Supervision  of  study 

periods  _ 

3.  Preparing  lessons  _ 

4.  Laboratory  work  _ 

3.  Correction  _ 

6.  Lxtra  help  to  students  _ 

7.  Parent- teacher  interviews  _ 

8.  Group  meetings  _ 

9 .  Other  _ 

Total 


11,,  n 

Time  You  Mould 
Like  to  Spend 


2.  Supervision  -  those  duties  which  have  as  their  direct  purpose  the 
improvement  of  the  quality  of  instruction. 

!!„  t! 

Time  You  Would 

Time  Spent 


1.  Classroom  vis: 

2.  Group  meetings  on 
instruction  or  curric. 


3- 


Individual  discussion 
with  teachers 


. 

. 

. 

. 


' 


. 
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"a" 

Time  You  Would 

Tirae  Spent  Like  to  Spend 

4.  Demonstration  teaching 

5*  Standardized  testing  & 
analysis  of  tests 

6.  Professional  reading 

7 .  Planning  institutes  & 
workshop 

8.  Other 

Total 

Uon-Ins true tional  Duties 

Non -instructional  duties  will  be  all  those  duties  which 
facilitate  the  teaching-learning  situation  and  are  not  directly 
instructional  in  nature. 

I.  Management  -  Duties  of  organization  and  coordination  which  facilitate 

an  efficient  school  operation. 

1 .  Meetings 

a)  principal  &  v-p  _  _ 

b)  staff 

c)  other  _  _ _ _ 

2.  Discussions 

a)  Superintendent  _ '  _ 


b)  v-p  or  principal 

c )  other 


« 

. 

•» 

I 

' 


. 

■  ' 
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"a" 

Time  You  Would 

Bask  Time  Spent  Like  to  bpend 

3.  Arrangements 

a)  subs,  teacher  _  _ 

b)  parent -teacher  Int.  _ _ _ _  _ 

c )  other  _  _ 

4.  Planning  _  _ 

5.  Bus  patrols  _  _ 

6.  Visiting  other  bldgs.  _  _ _ _ _ 

7.  Exam  arrangements _  _ _ _ _ 

8.  Other  _ _ 

Total 


II.  Clerical  -  duties  of  office  routine  which  could  be  performed  by 

someone  who  does  not  have  training  in  education. 

1.  Office  routine  _ _ _  _ 

2.  Correspondence _ _ _ _ 

3.  Forms:  filling  &  checking _ _ _ 

4.  Checking  registers  _  _ 

5.  Supplies  _ _ 

6.  Mail  _ _  _ _ 

7  .  Book  orders  &  rentals  - - - - 

8.  Registering  students  - - - - 

9.  Month-end  reports _ _ _ 

10.  Announcements  _  — - — - - 


11 .  Phone  calls 


1 


‘ 


. 


. 
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Time  Spent 

12.  Typing  &  >licating  _ 

1 3 •  Banking 

14.  Gathering,  distributing 

&  checking  materials  _ 

15  Other  _ 

Total 

III.  ’sonnel  -  duties  involving  the  directing  of  both  teaching 

and  non-teaching  staff  in  non-ins true tional 
situations . 

1.  Teacher  requests  _  . _ 

2.  Discussions 

a)  teacher _ _ 

b)  other  _  _ 

3.  Other  _ : _  _ 

Total 

IV.  Pupil  Personnel  -  duties  dealing  with  students  in  a  non-teaching 

situation. 

1 .  Discipline  _____ _ „  _ _ _ 

2.  Supervising  students: 

recess,  noon,  bus  _  _ 

3.  Supervision  of  Student 

Union  activities _ _ 

4.  Student  guidance  __ _ _ 


"a" 

Time  You  Would 
to  Spend- 


5.  Student  interviews 


. 

. 

. 

. 

/ 


V_N 


yg-SK  Time  Spent 

6.  Planning  student 
athletics 

7*  S.U.  &  Council  meetings  _ 

8.  Student  problems  - 

welfare  &  probation  _ 

9.  Other  S.  .  activities  _ 

10.  0  ther  _ 

Total 


V.  Extra  curricular 


duties  arising  as  a.  direct 
of  the  school  operation  and 
be  of  beneficial  value 


1.  Athletics 

2 .  Music 

3.  Other 

Total 


VI.  Public  Relations  -  duties  of  c  :  with  the 

a  better  understanding  or 
school  and  its  operation. 

1.  Home  and  School  _ 

2.  Rotary  _ _ 

Advice  _ _ 

4.  Other  _ _ _ _ 

Total 


Time  You  You Id 
Like  to  Spend 


>r  indirect  result 
generally  deemed  to 


public  to  oromote 
appreciation  of  the 


. 
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VII.  Miscellaneous  Duties 


duties  of  a.  non-instruc  tional  nature 


which  do  not  fit  any  of  the  other 


categories . 


±  doit 


l»Qlt 

Time  You  Would 

Tine  Spent  Like  to  Spend 


1.  dotting  supplies  from 
divisional  office 

2.  Routine  checks  of  schools 

5.  Working  on  rink 

4.  Lost  and  Found 

5.  Canteen 

6 .  Sick  pay 

7.  Repairs 


8.  Other 


Total 


Comments  1  Questions 
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APPENDIX  J 


TEACHING 


BREAKDCiX 


School 

Personnel 

Total  Torch. 

Periods 

Classroom 

Instruction 

Supervised 
Study  Period: 

A7 

princ  ip  el 

B9 

Principal 

vice -princ ip el 

- 

C13 

principal 

vice -princ i p al 

D14 

princ ip el 

vice-  or  inc  ip  e.1 

E19 

principal 

10 

vie  e -princ ip el 

F19 

principal 

vice -principal 

G25 

principal 

15 

elem.  v -principal 

40 

- 

jr .  sr  hi  ;h  v-p 

E56 

principal 

elen.  v-p 

- 

,ir.  hi  ;h  v-p 

15 

sr.  hi;;h  v-p 

30 

- 

• 

■ 

